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DEFINITIONS 
The following definitions apply to terms as used in these instructions; - 


ADMINISTRATIVE EXPENSES, are expenses directly payablé to creditors 
from appropriated funds and ellotments, incurred in the administration 
of the program other than agricultural conservation association expenses. 


ALLOTMENT is an apportionment from an appropriation provided to cover 
expenditures or obligations for specific units, sections, or tices,.7or 
purposes. . 


COUNTY ASSOCIATION EXPENSE PAYMENTS, are payments made to agricultural ~ 
conservation associations covering their expenses in administering the 
Agricultural Conservation Program. 


DEDUCTION is the amount assessed for agricultural conservation associa+ 
tion expenses, which is deducted from the amount payable under an 
application. 


DIRECT SETTLEMENTS are amounts due in cases of a type normally paid 
by field disbursing offices, administratively certified for payment 

by field certifying officers but transmitted to the General Accounting 
Office, Washington, D. C. for final settlement and payment by other 
than the regular field disbursing office. 


FINAL PAYMENT is the amount due en applicant as gross farm payment, 
less the amount paid as initial payment. 


FULL PAYMENT is that payment in which the total computed gross farm 
payment is scheduled es due under an application in one sum; in other 
words, where no partial and final payment are. made. 


GROSS FARM PAYWENT is the amount due an applicant for payment, as 
computed prior to deduction of his pro rata share of the agricultural 
conservation association's administrative expenses. 


LIQUIDATIONS are payments made which cover all or part of an en- 
cumbrance authorized (obligation) previously recorded. As distinct 
from cancellations of encumbrances~-which result from voiding of an 
order, abandonment of a program, or termination of a project, 
appointment or contract--liquidations apply to satisfaction of claims 
for services under an obligation previously incurred. ° 


NET FARM PAYMENT is that part of an amount certified for payment 
under an application equal to the gross farm payment less deduction 
for administrative expenses of the agricultural conservation associe~ 
tion operating in the county in which the application is filed. In 
case no deductions for association expenses are to be taken from any 
payment, the entire amount of the computed payment is both gross farm 
peyment and net farm payment. 


PARTIAL PAYMENT is any initial amount paid to an applicant, which 
represents only part of the gross farm payment due the applicant. 
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POSTING MEDIA are those documents properly certified by authorized 
persons which serve as authority for the posting of accounts, copies 
of which must be retained in the accountant's files. 


REIMBURSABLE COLLECTIONS are refunds identifiable as amounts pre- 
viously paid in excess of amounts due, and which are therefore to 
be repaid into the appropriation and allotment to which the original | 
payment was charged. — | . : 


SUSPENSIONS are differences between the. amount for. which a voucher 
is certified for payment and the amount paid. Such differences are 
suspensions whether the amount in question is resubmittable or dis- 
allowed. In cases where certification for payment is made by the 
State office, and preaudited by the General Accounting Office, 
G.A.O. Forms 1172, Preaudit Difference Statements, are forwarded 
to the State office covering suspended items. ; 


UNENCUMBERED BALANCE OF ALLOTMENT is the amount remaining available 
in an allotment after all expenditures paid and obligations incurred 
have been recorded. | 


Instructions to State Accountants relative to the Maintenance 
of Accounting Records in the State Office under the 


Agricultural Conservation Program. 
GENERAL 


The instructions contained in this NCR-State 107 are designed to set 
out the detail operations for the maintenance of accounting records 

in the State office, under the Agricultural Conservation Program, the 
recording of all documents and the maintenance of files in connection 
therewith, and are in conformity with the requirements and methods 
prescribed by the General Accounting Office. They cancel and supersede 
all previous procedure instructions for State Accountants. 


The plan of the procedure herein prescribed represents a concise form 
of allotment ledger accounting which provides for the recording of all 
allotments made to the Stats and all expenditures and obligations to 
expend (encumbrances) made therefrom for administrative expenses, 
county association expenses, and farm payments, as well as the compila~ 
tion of reports to be made from the accounting records. Properly 
maintained, these accounting records will reflect at all time as "un- 
encumbered balance of allotment", the amount remaining unobligated 

for each allotment. 


The State Accountant shall maintain an Allotment Ledger account for 
ach subeppropriation and allotment to wnhich.will be entered inthe 
Al lotmentt column, the amount as stated in the original "Advice of 
State Allotment aa! Authority" and amendments thereto. issued by the  ] 
Regional Director to the State Chairman. 


The instructions herein contained are required to be followed in . 
the maintenance of accounting records for allotments officially 
maintained in the State office. These instructions shall also be 


xy 


followed for such memorandum accounts as may. be maintained by the 
Stete Accountant for the information of the State Cheirman and the 
Director of the North.Central Division regarding Letters of hutho-— 
rization or Advices of Allotment covering funds officially recorded 
by the Records and Accounts Section in Washington... 


The allotment code to be entered on each Allotment Ledger sheet, on 
reports describing a series of transactions pertaining to that allot- 
ment, and to be shown on documents in the files used for posting to 
that Allotment Ledger, will be the allotment code. shown on the Allot— 
ment Advice, followed by a hyphen and your State code number as ex. 
plained under the numerical coding instructions in Section I, subsec~ 
tion B. In heading an Allotment Ledger and in compiling reports, 

the appropriation symbol number which appears onthe Allotment Advice 
should also be shown. 


For details relative to breakdown of various subappropriation allot 
ment accounts, and for instructions for posting of specific documents 
end balancing end reconciling accounts, see table of contents. 


SECTION I, - Allotments for Administrative Expenses 


A. FILES 
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Allotment Ledger entries mst be supported by authorizations 

or documents in files under the control of the State Accountant. 
The posting media used in making entries must be signed by an 
authorized administrative officer. 


ee The file arrangement shall be such that it will readily cross- 
reference with the postings, and it is recommended that it 
will follow the same sequence and be inter-related in the 
Scne Manner as the relationship between the codes on the 
various documents used as posting media. 


A suggested file arrangement would divide the files into the 
following general sections: 


I - Appropriations and Allotments (IN Seoul Code 1, 9 


it = -Reimburaebile; Cold eeti ornament eee eee Code 2 

Hit = Alphabet ical, Hides ire oe ee ee nee) Code 3, 4, 
5, 6, 8 

Boe APPEL ile ee neg eee ee ee ip Code 4,7,8 


5. Contents and Order of Files 


Documents shall be filed so that the document last filed 


will always be on top when = folder is opened. : 


@e Appropriation and Allotment Files — Reference Code 1 or 9 


All allotments, IN or OUT, under an appropriation shall 
be given an office number starting with O01 and continu- 
ing in numerical sequence and filed in one folder. 


“i Aad 


b. Reimbursable Collection Files - Reference Code 2 


(1) 


(2) 


Standard Form 1044 shall’ be filed ‘in numerical 


sequence, each month separated, with Standard 
Form 1045 (Monthly Summary of Collections), 
filed last. 


Notice of Receipt Meta ACP-28) shall be filed 
uncer the same file number and in the same folder 
as, end attached to, the voucher or schedule to 
which it Tee EO ee 


On Alphabeticel athe ~ File‘ Series 300, 500, and 600; 


(1) 


(2) 


(3) 


(4) 


Codes 34, 4,°5, 6 and 8 


File series 300, 500 and 600 will be filed alpha~ 
betically by vendor or payee's name, irrespective 
of file.series, file number or code reference. 


Open Account Vendors - Code 3 (File Series 300) 


A copy of a memorandum authorization to purchase 
will be placed in alphabetical order by vendor's 
name in an "Outstanding File", which will consist 
of folders arranged in order by allotment, until 
the voucher,: submitted by the vendor, has been 
passed to the State Accountant. 


The memorandum authorization to purchase will then 
be withdrawn from the "Outstanding File" and at- 
tached to the voucher. An exception is noted when 
& memorandum authorization is not fully liquidated 
on account of partial deliveries or services, in 
which case the voucher number and amount of payment 
will be shown on the document, which will then 

be returned to the "Outstanding File." 


Vouchers covering memorantm authorizations to pur- 
chase, for which no encumbrence has been authorized, 
shall be filed alphabetically by vendors! names, 
under the same file number and in the same folder 
with all other related documents. 


Encumbrances Authorized - Code 4 
fincumbrences authorized will bear reference Code 4, 
and will be assigned a file number, the source of 

whieh will be the Miscellaneous Encumbrence Record. 


Encumbrances Cancelled - Code 8 

Encumbrances cancelled will bear reference Code ay 
and will be filed in the same folder, under the same 
file. number, as the document authorizing the encum- 
brance,. 
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Encumbrances Liquidated ~ Codes 5, 2 eis 

Vouchers liquidating encumbrances will be filed in 
the same folder as the original authorization of 
the encumbrance. 


Contracts - Pa 


ont Reference Code 5 (File Series 500) 


A copy of each contract authorizing an encumbrance 
will be given a file number in the 500 series. A 
folder will be prepared, bearing the vendor's name, 
file number, State and county code number, and then 
filed alphabetically by vendor or payee's. name. 
Folders for different contracts with the same vendor 
will be filed by date; file number and county. 


Bureau Orders - Payment Reference Code 6 (File Series 600) 


Bureau Orders will consist of Bills of Lading, 
hetters of Authorization (Travel), and Purchase 
Orders. 


(a) Memorandum Bills of Lading will be given a 
file number in the 600 series and filed under 

"B" sub-alphabetized by carrier's name. Out- 
standing Bills of Lading on which the same 
carrier is payee, will be filed in one folder, 
irrespective of file number. Each memorandum 
Bill of Lading will, however, be assigned a 
separate file number, which will be written on 
the Bill of Lading itself, and the source of 
this number will be the Miscellaneous Encun- 
brance Record. 


(b) Letters of Authorization (Travel) issued by 


State Chairman will be given a file number in 
the 600 series and filed under "L", gub-alpha- 
betized by traveler's name. Each Letter of 
Authorization to a traveler will be filed in a 
separate folders. Each amendment to a 

Letter of Authorization, whether increasing 

or decreasing either the amount or the period 
of time, will be filed in the same folder. 

All folders for the same traveler will be in 
order in chronological arrangement. 


(c) Purchase Orders and/or any supporting documents 
(requisitions for materials to be purchased, 
etc.) will be given a file number in the 600 
series and filed alphabetically by vendor's or 
payee's name. Subsequent orders to the same 
vendor will be filed in separate folders bear- 
ing the next open consecutive file numbcr avail- 
able, as shown by the Miscellaneous Encumbrance 
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Record. Each of the files series may be ex- 
panded by providing numbers. to the left of the 
numbers described above. Example: 500-599 may 
be expanded to 1500, 2500, etc. In each case, 
the identifying series number shall be the third 
dielt from: the rigncse oe 


d. Payroll Files - Reference Codes 4, 7 and 8 

The file series 700 will be a special section of the files 
immediately following the alphabetical files, and will con- 
tain only payroll estimates, amendments thereto, and copies 
of payroll vouchers. These shall be filed in order by 
allotment code number. Payroll estimates when approved 

by an authorized administrative officer, will be assigned 
a file number in the 700 series the source of which will 

be the Miscellaneous Encumbrance Record. Any amendment 

to, or new appointments, transfers, terminations affect- 
ing an estimate, will be filed in the same folder and 
under the same file number as the original document. 


(1) Separate estimates and file numbers shall be pro= 
vided for (1) per annum employees, (2) formally 
appointed per diem W.A.E. employees, and (3) per 
diem employees hired in the State without formal 
appointment. 


4 Voucher Register, pre-numbered with one series of consecutive 
numbers for each fiscal year, will be maintained by the chief 
clerk in each State office for the purpose of assigning adminis- 
trative expense voucher numbers. 


ae The following information shall be recorded by the employee 
maintaining this Voucher Register. 


1) The date of the Voucher. 

2) Voucher number. 

3) The Disbursing Office voucher number, (when available). 
4) The file number: 
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Inactive Files 


An inactive or dead file shall be maintained in which all 
vouchers, with related documents shall be filed thirty days 
after they have been paid or the transaction has been can- 
celled. Paid.payrolls shall be filed separately by date 

of service covered; all other vouchers in alphabetical order. 


CODES 


6. 


Accounting Classification - Codes 


Each voucher, encumbrance document and reimbursable collection 
schedule shall bear the following "Accounting Classification"! 


ee 
stamp prior to posting to any records or ledgers: 


Accounting Classification "~ 
Allotment - - - -3_ ; 


File No. ----3 are 
Ooj. Class. - - =; 

Ledger Sheet No.-; x 
Liquidatven = +———s | 


Form 1064 - No. =: 


Note; The "Accounting Classification" stamp is to be placed 
only on the copy of the voucher maintained in the State 
Accountant's files. It should not bé placed on the - 
original voucher and memorandum copies which are for- 
warded to Washington. 


The stamped document will then be checked to the files to 
determine whether there have been any previous transactions 
pertaining to it or whether it is a new and separate transaction. 
Documents pertaining to previous transactions shall bear the 
file number of the previous transactions. New and separate 
transactions shall be given the next open file number within 

the series. In checking to the files the document will be coded 
as follows: 


Allotment —- Region symbol followed by a hyphen and the State symbol. 


Reference Code - (place after "File No.", in classification stamp). 


—_———.. 


Code - Class of Transaction or Document 


-~ Allotment transferred in. 

-- Reimbursaole Collection Items. 

Purchase without encumbrance. 

-- Encumbrances. ~ 

-- Vouchers liquidating encumbrances by contract 
with office. 3 | 

Vouchers liquidating encumbrances by Bureau 
Order. 

-- Vouchers liquidating Payroll Encumbrances. 
Cancellation of Encumbrance. 

-- Allotment transferred out. 
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NOTE: ‘It is possible that "Advice of Change in Allotment! 

may increase one allotment maintained oy the State Accountant 
and decrease another allotment. In each such case the "Advice 
of Change in Allotment" shall be used as a posting medium to 
both of the allotments concerned; Reference Code 9 being used 
for the allotment decreased, and Reference Code 1 applying to 
the: allotment increased. — 
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Collection Ltems 4 Reference Code "3" 


(1) Reference Code "2", followed by the file number. 

(2) Objective Classification (See paragraph 8). 

(3) Bureau Schedule Number of the Form 1044 covering 
the remittance. ("Form 1064" on Accounting Classi- 
fication stamp should be changed to. 'Form 1044."). 


Voucher for Purchase without Encumbrance ~ Reference Code "3! 


(1) Reference Code "3" followed by the file number. 
(2) Objective Classification, (See paragraph 8). 


Encumbrance Aathorized - Reference Code. nau 
(ye Referencé Code "4" followed by the file number. The 
file number series is divided as follows; 


(a) 500-599 - Encumbrances of a contractual nature 
involving a fixed er estimated periodically 
recurring charge (such as telephone contracts, 
leases, equipment rental contracts, lease pur- 
chase contracts, etc.) 


(bd) 600-699 - Encumbrances for obligations by 
Bureau Order involving single payment or 
several payments which are not at regular re- 
curring periods or in definitely stated regular 
amounts (includes Bureau purchase orders, bills 
of lading, letters of authorization, etc.) 


(c) 700-799 - Encumbrances for salaries (including 
payroll estimates, appointment data and contracts 
for personal services). 

(2) Objective Classification (See paragraph 8). 
Vouchers Liquidating Encumbrances 


The encumbrances may be in the 500, 600 or 700 series of 
file numbers. 


(1) 500 series 


(a) Reference Code "5", followed by the file number. 
(bd) Objective aonite exces (See paragraph 8). 


(2) 600 series 


(a) Reference Code "6", followed by the file number. 
(0) Objective Classification (See paragraph 8). 


(3) 700 series 


(a) Reference Code "7", followed by the file number. 


v 


mea 1 


(b) Objective Classification (01). 
(c) Bureau Schedule Number of the Form Noi 1064, 


@. Cancellation of Encumbrances - Reference Code 8 
(1) Reference Code "8", followed by the file number of 
the encumbrance being cancelled in whole or in part. 


(2) Objective Classification. (See paragraph 8.) 
Objective Classification 


The term "objective classification" or "budgetary objective 
classification" applies to the numerical symbols prescribed 
for classification by objects of expenditure within this 
organization. They are: 


Ol - Salaries 

O2 —- Supplies 

O5 —~ Communications 

06 —- Travel 

O7 ~ Transportation of Things 
O8 - Printing and Binding 

ll - Rent 

le ~ Alterations and Repairs 
40 — Furniture and Equipment 
13 — Miscellaneous 


C. MISCELLANEOUS ENCUMBRANCE RECORD 


SB 


Encumbrances 


For the purpose of maintaining a detail record of all transac- 
tions affecting encumbrances (and open account purchases) 
against the allotment, each such document shall be posted to 

@ Miscellaneous Encumbrance Record. The Miscellaneous Encum 
brance Record shall be headed with sufficient descriptive in- 
formation to identify the documents, postings and related 
entries in the records and files. File numbers shall be as- 
signed in sequence within a series. (See paragraph 3c.) ‘The 
file number as assigned from the Miscellaneous Encumbrance 
Record shall be entered on an index sheet, maintained for each 
file series, which shell be placed in the front of the Miscel- 
laneous Encumbrance Records for that series. The Miscellaneous 
Encumbrance Reeords shall be filed in sequence by file number 
in bound folders or binders. (One folder or binder for each 
series). The posting date for transactions shall be the be~ 
ginning date 6f an encumbrance period, the date of the docu- 
ment or voucher. 


ae The amount stated on an encumbrance document shall be 
entered in the "Encumbrence Authorized" column on the 
Miscellaneous Encumbreance Record and extended to the 
"Balance Encumbrance Authorized" column. 


be On the Miscellaneous Encumbrance Record for open account 
vendors the amount of the vovcher shall be entered in the 
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"Audited Vouchers" column only. 


c. Post to "description" column the last date of encumbrance 
period and document number. 


Liguidetions 


Audited vouchers wnich have been checked to the files, stamped 
with the Accounting Classification stamp, and coded, shall be 
posted to the "Audited Vouchers" column in the Miscellaneous 
Encumbrance Record affected. The amount which has previously 
been authorized as an encumbrance for the purpose covered by 
this audited -voucher (which may not always be the whole amount 
of the encumbrance authorized previously) is posted in the 
"Encumbrance Liquidated" column. In no case may the amount of 
encumbrance liquidated exceed the encumbrance previously 
authorized. When all the purposes for which an encumbrance 
has been authorized have been covered by vouchers submitted, 
the balance encumbrance autnorized shall be "0" since eaeh 
entry in the column "Encumbrance Liquidated" reduces the 
"Balance Encumbrance Authorized.'' The date of entry shall be 
the posting date. The particulars shall be the voucher number 
and the last date of service covered. The amount of Encum- 
brance Liquidated entered on the Miscellaneous Encumbrance Re- 
cord shall then be entered onthe "Accounting Classification 
Stamp" on the document. 


Posting of Payroll Voucher 


Payroll Vouchers shall be assembled by allotments chargeable, 
as well as by class of employees, i.e., "per annum", "W.A.E.!", 
or "per Diem." These vouchers shall be posted to the. 
Miscellaneous Encumbrance Record bearing the file numbers 
shown in the space provided in the Accounting Classifica- 
tion stamp (see paragraph 7, Section I.). 


&. The actual amount of salary paid shall be posted in 
the "Liquidated" column for the period from the lst 
to the 15th of a month. For the final pay period 
(16th to end of month), the amount posted in the 
"Liquidated" column shall be the difference between 
the encumbrance authorized for that month and the amount 
liquidated for the first pay period. 


Posting of Cancellation of Encumbrances 

Cancellations of Authorized Encumbrances shall be posted to 
the Miscellaneous Encumbrance Record on which the transac-— 
tions relating to the encumbrance being cancelled are recorded. 
Entries of cancellations will be made in red ink in the "Hn- 
cumbrance Authorized" column and will decrease the "Balance 
Encumbrance Authorized" column, 


‘° 
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13. Payrolls Paid in Field--Cfficial Accounts 


As set out in the instructions issued accompanying allotment 
advices to your office, certain allotments covering salaries 
only, will be officially maintained in the State office. 
Accounting work in handling these. official accounts shall 
follow the lines of procedure stated for payrolls in these 
instructions and in addition to these special requirements 
it should be noted: 


ae Encumbrances shall be authorized to cover payroll 
requirements of ap pointed employees for the period 
of the allotment or for the period of the appoint- 
ment if the appointment terminates within the allot- 
mont. For per diem employees, encumbrances shall be 
mathorized to cover one month in advance or a special 
notation to the contrary stating the period covered 
shall be entered on the reports covering these allot- 
ments. 


b. The file copy of the Schedule of Disbursements Form 
1064 shall be placed in a suspense file pending receipt 
of the paid copy from the Disbursing Officer, at which 
time a comparison shall be made between the amount 
posted and the amount paid. (See Section III, subsec- 
tions C and £.) 


SECTION II. Allotments for Conservation Payments 


A. COUNTY RECORD OF EXPENDITURES AND DEDUCTIONS 


1. 


Preparation of Form 


The County Record of Expenditures and Deductions shall be 
maintained in the State office for recording transactions 
pertaining to the 1937 program. To this record there shall 
be entered transactions covering county association expenses 
incurred subsequent to February 28, 1937, as well as farm 
payments pertaining to the 1937 Agricultural Conservation 
Program. The County Record of Expenditures and Deductions 
for machine posting shall be maintained on Standard Form 1015a 
(white) or for manual posting on Standard Form 1015 (buff) 
with headings amended as follows: (See allotment ledger 
machine posting Section III). 


The heading "Allotment Ledger" in the upper left-hand corner 
shall be ruled out and the heading "County Record of Expendi- 
tures and Deductions" followed by the name of the county and 
State shall be entcred in the center of the "Symbol" line. At 
the extreme right-hand of the "Symbol" line shall be entered 
the State and County Code number, and in the space for "Sheet 
Number" in the upper right-hand corner shall be entered the 
serial number for the sheet starting with one (1) for each 


peg 2 ae 


county. Codes and headings in the first five columns shall be 
the same as the codes and headings prescribed for use on the 
Allotment Ledger in this procedure. The heading of the first 
blank money column shall be Appropriation Symbol 1282215(21)2 
and the caption "ACP-14"--Non-Add. The heading of the "Audited 
Vouchers" column. shall be amended by the addition of the Appro- 
printion Symbol 126/72215(21)3 printed above, and "ACP-8" be- 
neath, the printed heading "Audited Vouchers." 


When July expense voucher is to be posted drop down several 
spaces and insert in the center of this column and on subsequent 
shects the Appropriation Symbol 1282215(21)3 in place of 
126/72215(21)3, following which, entries pertaining to county 
association expense payment vouchers covering the period sub- 
sequent to June 30 snall be posted. 


The heading of the "Encumbrances Liquidated" and "Encumbrances 
Authorized" eolumns will not be.chnanged. The heading of the 
column preceding the "Allotment" column shall be centered as 
"Deductions." The heading of the "Allotment" column shall 
remain unchanged and the heading of the last column shall be 
anended by striking out "Unencumbcred" and "Allotment" and 
entering the word "Deductions." 


Posting to County Record of Expenditures and Deductions 


The posting media to the County Record of Expenditures and 
Deductions covering disbursements shall be the Schedule of 
Disbursements, Forms 1064 covering county association expense 
payments and ACP 22, covering farm payments after certification 
by the administrative officer. 


"Direct Settlements" shall be posted from Voucher Form ACP 25 
or ACP 42 and/or other settlement notices. 


For filing of Schedule of Disbursements see Section III, 
subsection EH, paragraph 2la. 


ae County Association Expense Payments 


In the "Date" column enter the date posted; in the 
"Reference" column enter the bureau schedule number; 

in the "Description" column enter the voucher number 
("5" for July, "6" for August, ctc.) followod by the 
month for which the expenditures covered by the voucher 
were incurred (7007 for July, 1937 - 8007 for August, 
1937, etc.); in the column headed "ACP 8" of the appro- 
priate county record center the amount of the voucher as 
itemized on the Sehedule of Disbursements which will 
reduce the "Balance of Deductions" (increasing the 
negative balance if no deduction balance is carried.) 
The totals of the "Audited. Vouchers" (ACP 8) columns 

of all County Records of Expenditures and Deductions 


oe 


‘most agree with the total of the "Audited Vouchers" 
columns of the Allotment Ledger covering county asso- 
ciation expense payments for the 1937 program. 


b. Farm Payments 


To the "County Record of Expenditures and Deductions" 

in the column headed "ACP 14", after setting the lever 
in non-add position, post the net amount of each voucher 
Form ACP 42 as itemized on the Schedule of Disbursements, 
Form ACP 22, using the voucher number as "Reference No." 
To the column headed "Deductions" post the amount indi- 
cated as deductions forthe voucher which will increase 
the "Balance of Deductions" (decreasing the negative 
balance if no deduction balance is carried). | 


The totals of the columns "ACP 14" of all "County: Records 

of Expenditures and Deductions" shall be in agreement with 
the totals of the "Audited Vouchers" column of the Allot- | 
ment Ledger for 1282215(21)2 after taking into consideration 
reimbursable collection items which will be posted as contra 
entries to the'column "ACP 14" on the "County Record of Ex- 
penditures and: Deductions" and to the "Reimbursable Collec- 
tions" column on the Allotment Ledger. 


Encumbrances Posted to County Record of Expenditures and Deductions 


Authorized budgets for county association expenses for the 1937 
program will be posted to the county record affected in the 
"Encumbrances Authorized" column and the amount of such encum- 
brance will reduce the "Balance of Deductions" (increasing the 
negative balance if no deduction balance is carried). Any amount 
previously paid as county association expense payments in the 
period covered by the budget shall be liquidated at the same time, 
and the difference’ between the encumbrance authorized and the 
encumbrance liquidated shall decrease the "Balance of De- 
ductions." Subsequent vouchers shall be liquidated for the 

full amount of the expenditure, or the balance of encumbrance 
authorized, whichever is less. The amount of liquidation shall 

be entered on the face of the schedule (or the voucher in 

case of direct settlement) if the amount is less than the 


payment; and as "Liquidation, none" if no balance of encum- 


brance authorized is available. When deductions posted exceed 
the total of county association expense payments plus the balance 
of encumbrance authorized the "Balance of Deductions" column 
will carry a positive balance. 


Suspensions - County Record of Expenditures and Deductions 


ae Suspensions of applications by the General Accounting 
Office will be covered by Preaudit Difference State- 
ments, Form 117-A. The total of net farm payment sus- 
pended from a voucher, Form ACP 42, as shown by Preaudit 


SS 


Difference Statements for each suspended application, 
will be. posted as a contra entry to the "scp 14" column, 
The amount of the deductions involved in General Account- 
ing Office’ suspensions as indicated by the General Ac- 
counting Office on the Form 117-A shall be posted as a 
contra entry to the "Deductions" column, which will de- 
crease the "Balance of Deductions." 


5. Direct Settlements shall be posted from the voucher form to 
the column of the County Record headed "ACP-14" using as ro- 
ference the voucher mumber, and shall be adjusted by reference 
to any notice of settlement received. 


B. COUNTY RECORD OF PAYMANTS AND ENCUMBRANCES - 1936 PROGRAM 


6. Maintenance of Records 


ES 
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For each county there shall be prepared a "County Record 
of Payments and Encumbrances" on Standard Form 1016a to 
which shall be posted all transactions relating to payment 
of advances for county conservation association expenses 
incurred prior to March 1, 193% as well as farm payments 
under the 1936 program. 


The County Record of Payments and Encumbrances shall be 
headed as follows: In the upper left-hand corner shall 

be shown the Regional, State and County code. Following 
the word "Division", and on the same line, shall be entered 
the name of the Region and Appropriation Symbol number 
followed by Distribution of Conservation Payments and the 
Regional, State, and County code number. The name of the 
State and County shall be written in the spaces provided. 
In the upper right-hand corner of this form, in the space 
provided, enter the sheet number. (The sheets shall be 
numbered consecutively, beginning with "1" for each county.) 


b. Postings 


(1) Each voucher as listed will be posted from the 
Schedule of Disbursements to the County Record of 
Payments and Encumbrances for the county affected. 
(In offices where the policy of the Application for 
Payment Section is to list one county only on a 
schedule, the total of the schedule may be posted 
to the County Record of Payments and Encumbrances.) 


(2) Immediately under date, in the "Date" column, shall 
be entered the year for the ensuing entries. In the 
"Date" column, enter the month and day of posting 
the voucher. In the "Reference" column shall be 
entered the voucher number. On the posting line 
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under "County Association Expense Payments" shall 

be entered the amount of a voucher covering advances 
to County Conservation Associations. Add this 
amount to the last entry in the "Balance County 
Association Payments" column and the "Cumulative 
Total" column. ss 


(3) The amount shown as "Net Ambuxit Due" for a voucher 
' ”.eovering farm payments shall be entered in the "Net 
Farm Payments" column and added to the last entry 
showmm in the "Cumulative Total" column. 


(4) Enter the amount shown as "Deductions" for each 
voucher listed on the schedule on the same posting 
line as the Net Farm Payment in the "Deductions" 
column. This amount will be deducted from the 
last entry in the "Balance County Associations" 
column. 


(5) If the schedule covers a final farm payment for 
which partial payment has previously been made the 
gross farm payment, as shown on the Schedule of 
Disbursements, shall be entered in the "Encumbrance 
Liquidated" column. 


NOTES: When partial payments are recorded, there 
shall be no entry in the "Deductions" column; when 
full payments are recorded, there shall be no entry 
in the "Encumbrance Liquidated" column. 


c. Suspensions 


On the County Record of Payments and Encumbrances will 
be posted in RED in the "County Association Expense 
Payments" or the "Net Farm Payments" as affected, the 
total General Accounting Office suspension from one 
voucher. In the "Encumbrances Authorized for General 
Accounting Office Suspensions" will be shown the amount 
of the resubmittable suspensions, which will increase 
the "Balance Encumbrances Authorized" accordingly. Total 
liquidations for one resubmittal voucher (as entered on 
Subsidiary Register of Encumbrances) shall be entered on 
the accountant's copy of the Schedule of Disbursements. 
This amount shall be show as "Encumbrances Liquidated" 
‘on the County Record of Payments and Encumbrances, and 
will decrease the "Balance Encumbrances Authorized." 


C. SUBSIDIARY REGISTER OF ENCUMBRANCES (PARTIAL OR-FULL FARM PAYMENTS) 
7. Preparation of Form 


Subsidiary Registers of Encumbrances shall be maintained for 
each county to which will be posted resubmittabdle General 


go elles 


Accounting Office suspensions of applications. (Partial sus- 
pensions and disallLowances are not résubmittable. ) 


The file number shall be the State and County Code number. As 
"Description", in the heading of thig'form, shall be entered 
"General Accounting Office Suspensions" followed by the name 
of the county. On the line provided for "Unit" shall be shown 
the name of the State and County. -.Immediately below shall be 
shown the appropriation number. On the right-hand side of the 
form in the spaces provided shall be show the State, County 
and Allotment Code number. 


Posting 


‘Under "Date" shall be the year for the items to be entered, and 


the date of posting shall be show in the "Date" column. In 

the "Description" column shall be posted from the Preaudit 

Difference Statement the voucher number. from which the item 

was suspended and the serial number of the suspended appli- 

cation. In the "Encumbrances Authorized" column shall be 

entered tho amount of the suspended item and a like amount 

Shall be added to the "Balance Encumbrance Authorized" column. 

When liquidating an encumbrance for a suspended item the dates | 
and description shall be entered from a copy of Preaudit 
Difference Statement containing a notice of resubmission 

and showing the resubmittal voucher number and the amount 
approved for payment. When the Schedule of Disbursements 
covering a resubmittal voucher is received (applications 
suspended and resubmitted are vouchered separately from 
original submissions to General Accounting Office) the amount 
of encumbrance previously authorized for this application 

Shall be entered in the "Encumbrance Liquidated" column. The 
"Balance Encumbrance Authorized" shall be reduced accordingly. 
Total liquidations for one resubmittal voucher (as entered on 
Subsidiary Register of Encumbrances) shall be entered on the 
accountant's copy of the Schedule of Disbursements. This amount 
shall be shown as "Encumbrances Liquidated" on the County " 
Record of Payments and Encumbrances. 


Encumbrances for Obligated Balances due on: Applications ; 


Paid on a Partial Payment Basis 


a Subsidiary Registers of Encumbrances shall also be pre- 


pared for recording the obligation for final payments to 

be made whenever partial payments have been made. These 

records shall be prepared and entries made in accordance 

with instructions in paragraphs 9b and 10, except that 

in the 1937 Program the reference to to "County Record of . 
Payments and Encumbrances" shall be disregarded. Instead, ‘s 
the following pestings shall be made to. the County Record 

of Expenditures and Deductions: 


17 - 


Hae The total of net farm.payments suspended from a 
voucher shall be poste od as a contra entry in the 
"ACP 14" column. 


(2) The mounts of deductions show for applications 
suspended from a voucher will be entered on the 
same posting. line as. a contra entry in the "De- 
Gections" column, decreasing the "Balance of De- 
ductions' accordingly (increasing the negative 
balence if no positive balance of deductions is 
carried). 


Computation and Entry of Encumbrence fo for Obligated Balance 
The total amounts of payments by classes will be ascertained 
from all the voucher continuation sheets for each county 
covering original submissions of applications to General 
Accounting Office on a partial payment basis 


These totals will represent. the amount due as farm payments 
by classes on a 100% basis. The total amount of encumbrances 
to be set up .will be determined by adding the product of 
multiplying the total amount for each class of payments by 
the percentage factor determined as the amount to be paid 
as final payment for that class of payment. 


NOTE: In determining amounts for each county, resubmittal 
vouchers will not be included.but no Rett oink will be 
made from the total of payments by classes for the appli- 
cations which have been suspended by General Accounting 


OLTices 


The encumbrance for obligated balance of applications 
paic on a partial payment basis, determined as outlined 
above, will be entered on.a Subsidiary Register of Encum- 
brances made up for each county and headed "“Obligated 
Balances for Final Payment." This register form will 


also show the proper descriptive informa tion to. identify 


the State and county and allotment code and the appro- 
priation symbol affected. The. same amount (1936 program 
only) will be entered with @ proper explanation on the 
County Record of Payments and Encumbrances in the column 


headed "Encumbrances Authorized for GeA.O. Suspensions.!! 


(1) Postings 
‘To the Subsidiary Register of Encumbrances for 
"Oblicated Balances for Final Payments" there will 
be posted by voucher item in the "Audited Vouchers" 
column the amount show as "vet Amount Due" on the 
Schedule of Disbursements end in the.column "Encum- 
brances Liquidated" the gross amount, which will 
be deducted from the "Balance Encumbrances Authorized" 
column. 


che) 
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(2) Suspensions 


Suspensions made by the General Accounting Office 
whenever errors in computation are found on a final 
payment voucher will be returned with one Preaudit 
Difference Statement covering the entire voucher, 

In any case where the amount for final payment 

for individual applications is suspended by the 
General Accounting Office, separate Preaudit 
Difference Statements will be rendered covering 

each application. The emounts of Preaudit Difference 
Statements covering final payments will be posted 
(1936 program only) to the County Record of Payments 
and Encumbrances in red in the "Net Farm Payments" 
column, "Deductions! column, and in the gross amount 
of payment in the "Encumbrances Liquidated" column; 
and these amounts will also be posted for the 1936 
and 1937 programs in red to the applicable columns 
of the Subsidiary Register. In instances where 

more than one application is suspended from a parti- 
culer voucher the totels of the "Net Farm Payments", 
"Deductions", and gross emount of final payments, 
shown on all Preaudit Difference Statements covering 
the voucher may be posted to the columns affected 

on the County Record of Payments and Encumbrances. 
IN NO CASE WILL SUSPSNSIONS FOR FINAL PAYMENTS Bu 
SET UP AS ENCUMBRANCaS AUTHORIZED FOR GENERAL AC- 
COUNTING OFFICE SUSPENSIONS, (See paragraph 5 (c) ). 


Resuomitted Applications 


Applications suspended from partial payment being resubmitted 
for full payment will be liquidated for tne gross farm payment 
on the County Record of Payments and Encumbrances. On the 
Subsidiary Register of Encumbrences for G.A.0. Suspensions, 
there will be liquidated the amount previously authorized 
for this suspended application. On the Subsidiary Register 
of Encumbrances for Obligated Balances for Final Payments, 
there shall be entered as liquidation the difference between 
the amount liquidated on the Subsidiary Register of Encum- 
brances for G.A.0. Suspensions, and the gross farm payment. 
When such applications are posted to the Subsidiary Register 
of Encumbrances for G.A.O. Suspensions, the amount there 
entered as liquidation shall be written on the Schedule of 
Disbursements in the space opposite the number of the voucher 
affected in the column headed "Disbursing Office Voucher No." 
When posting the remainder of the gross farm payment as li- 
quidation on the Subsidiary Register of Encumbrances for 
Obligated Balances of Final Payment is completed, the amount 
there entered as liquidation shall be placed immediately be- 
neath the amount previously entered (on the Schedule of Dis- 
bursements) for this voucher and the two anounts totaled to 
produce a result which must equal the amount shown in the 


column headed "Gross Payments" for this voucher. 


A. 


l. 
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SECTION Lit 4 Sbeahenwacs ce of Allotment Ledgers 
‘ and and Préparation of Reports. 


GENERAL ~ 


Separate allotment ledger accounts shall be maintained for 
each allotment under an appropriation to which will be posted 
all transactions pertaining thereto. . Fach ledger sheet for 
officially maintained allotments shall be posted in duplicate. 
Standard Form 1015 will be used for manual posting; Standard 
Form 10154 for machine posting. Entries shall apply only 

to the fiscal period of an allotment, that is, they must 
cover expenses incurred for the time prior to the closing 
date of the allotment. At the upper left-hand corner on the 
top line of the ledger sheet shall be stamped the appropria- 
tion symbol and name. In the center of the sheet, on the 
same line, shall appear the State name and Code. Immediately 
delow the State Code shall be shown the code and name of the 
sub-division of the State to which an allotment has been made. 
In the designated place at the upper right-hand section of 
the ledger sheet, the serial number of the sheet shall be 
entered. Immediately below shall be entered. the allotment 
symbol code and the appropriation symbol. At the head of 

the "Date" column, insert the year for which the ensuing 
entries are made. On the first posting line, under "Date" 
column shall be shown the date of entry of the item, except 
original allotments wnich shall be posted as of the beginn- 
ing date of the allotment period. 


Codes in Description Column 


If: Reference Code is No. 1 or 9-- "Description" column 
will show Region; final date of allotment; State and sub— 
division office code number. 


If: Reference Code is No. 2 —- Obdjective Classification; 
Payment Reference Code; date of payment being refunded; file 
number. 


If: Reference Code is No. 4 or 8 — Objective Classifications 
Payment Reference Code: last date of service; Bureau Order 
or contract number, (File Number). 


If: Reference Code is No. 3, 5, 6, or 7 - Objective Classi- 
fication; Reference Code; last date of service; file number. 


Other Columns 


Post in the other columns (as detailed in Section III, subd- 
section B.) the amounts of the transactions covered, affect- 
ing, either by addition or suotraction, the unencumbered or 
free balance in the column headed "Unencumbered Balance of 


BBG is 


Allotment", as follows: 
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Encumbrances Authorized....+...ee. - subtract 
Encumbrances Liquidated.......sesece add 
Audited Vouchers. :iccssswreestrsvnas subtract 
Direct Settlements (blank)....+.«. . subtract 
Reimbursable Collections......+..-.-sadd 


Documents for posting shall be agsembled by allotments af- 
fected. Documents must be stamped and coded with Accounting 
Classification stamp before being posted to the allotment 
ledger, and when posted the ledger sheet number shall be 
entered in the space provided. The original document and 
file copy shall be stamped "Funds Available" and initialed 
oy the State Accountant. 


B. ALLOTMENT LEDGER POSTING 


— ee 


4. Posting Operations 
ae Machine Posting 


The. special non-add lever shall be placed in the add 
position. Set date keys for automatic registering. 
(xcept that non-add lever is in non-add position, this 
same procedure applies to posting "County Record of 
Expenditures and Deductions.") 


NOTE: See Section III, subsectionsC and D for special 
instructions. 


Position lL. 


Insert ledger sheet and strike key board and regular 
motor bar for previous balance, if any. 


Position 2 ("Symbol" colum) 


Strike keys in columns 1-5 for reference code and ob- 
jective classification for administrative expense; 
number of ger gE for farm payments. 


Position 3 “(mpatett:¢ and "Re eference! colums) 


Date registers sutomatically. Strike roee in columns 
11-14 for document number. §trike regular motor Dar. 


Position 4 (tnaserinelonl column }. 


Strike keys in columns 11-14 for "Oodjective Classifi- 
cation" and "Class of Transaction"; keys in: column 6-10 
for "Date"; keys in columns 1-5 for "File";.and strike 
regular motor bar. (Crossfoot addition-of Audited 
Vouchers only can be obtained by striking C.F. key for 
registering the daily total of each State's posting. ) 
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(1) Allotment Documents 


‘Skipknocker set at 65, carrlage goes to Position 10. 
Register amount of allotment (strike keys 1-14) and 
carriage shifts to Position ll. 


Register "Unencumbered Balance of Allotment." Strike 
regular motor bar in each instance. 


(2) Encumbrance Documents 


Skipknocker set at 65, first four positions same as 
aoove; skip to Position 8. Register amount of the 
document, (add bar for encumbrances cancelled.) 

Skip to Position 11 and register "Unencumbered Balance 
of Allotment."'" Strike regular motor bar. If no un- 
encumoered balance, or a credit unencumbered balance 
is carried, sudtract bar must be’ in position before 
striking regular motor bar registering amount in "Un- 
encumbered Balance of Allotment" column. 


(3) Audited Vouchers and Liqui idations 


Skipknocker set at 65, first four positions same as 
above. Skip to Position 6. Register amount of 
voucher (vy striking motor bar; add bar if reverse 
entry). 


Position 7. Register amount of liquidation, if 
any, as shown on classification stamp (regular 
motor bar for liquidation; subtract bar for re- 
verse entry). 


Skip to Position 11 and register "Unencumbered 
Balance of Allotment." Strike regular motor bar. 


(4) Direct Settlements 
Skipknocker set at 65, first four positions same 
as above. 


Position 5. Register amount of document (add bar 
for reverse entry). Skip to Position 11 and re- 
gister "Unencumbered Balance of Allotment." Strike 
regular motor bar. 


(5) Reimbursable Collections 


Skipknocker set at 65, first four positions as above. 
Skip to Position 9. Register amount of document; 
strike regular motor bar, skip to position 11. Re- 
gister "Unencumbered Balance of Addo ment sy Strike 
regular motor bar. 


ot 


NOTE; Skipknocker at 68 will take postings to 
"Direct Settlement", "Audited Vouchers", and "Unen- 
cumbered Balance of Allotment"; skipknocker at 65 
will take postings to each column. Use hand stop 
On carriage for position required. 


Db. Manual Posting 


No previous balance is entered in mamal posting; entries! 
effect, as detailed in paragraph 3, Section III, subdivision 
A, will be applied to last entry in "Unencumbered Balance 

of Allotment" column, and the product entered in that 

column on the same posting line. 


Manual posting of the "Date", "Reference!, and "Description! 
columns will be as follows: 


At the head of the "Date! column insert the year. 


In the "Date" column insert the date of posting, (7-1 for 
JULY Lets Ve 


In the "Reference" column insert the reference code 
followed by a hyphen and the document or file number. 


In the "Description" column insert at the extreme left 

the objective classification symbol; -in the center of the 
column insert the date of service covered by the document; 
insert the file number, if any, to the extreme right. 


Postings to money columns shell be the seme as the machine 
operation. . 


Ce Hrroneous Postings 


In making corrections of erroneous postings, delete the 
entire erroneous entry by a reverse (red) entry before 
making the correct entry. 


C. ADMINISTRATIVE EXPENSES 


De 


ixpenditures, Miscellaneous (Memorandum Accounts) 


The accountant's copy of vouchers covering expenditures for 
miscellaneous administrative expense will bear the accounting 
classification stamp, containing information pertinent to 
posting to the Allotment ledger. The amounts of all vouchers 
shall be posted to the "Audited Vouchers" column and the 
amount shown by the entry "Liquidation" on the accounting 
classification stamp posted in the "incumbrances Liquidated" 
column. 


Credits or suspensions pertaining to a voucher shall be 
posted in contra (red) entry to the columns affected, the 
document posted showing in the accounting classification 
stamp the description and reference as used on the original 
voucher, 


Gorn 


6. Expenditures for Payrolls (Official Accounts) 


The posting medium for this class of expenditures shall be the 
payroll voucher, Standard Form 1013. Post to the "Audited 
Vouchers" column the amount certified for payment on this 
voucher. The amount of liquidation indicated on the account-— 
ing classification stamp shall be posted to the "Encumbrances 
Liquidated" column. The amount certified on any payrolls to 

be forwerded to the Washington Disbursing Office for payment, 
shall be entered in the "Direct Settlement": column. Zntries 
for payrolls shall be checked from the paid copies of Form 1064 
returned by the Disbursing Office. 


7e Qbligations 


Documents authorizing encumbrances, when certified by an 
adninistrative officer, shall be posted to thé "Encumbrances 
Authorized" column of the Allotment Ledger. The data con- 
tained in the accounting clessification stamp shall be posted 
in the "Description" and "Reference" columns covering each 
entry. 


Cancellation of encumbrances shall be posted as a reverse 
entry to the "Authorized Encumbrances" column. 


8. Collections 


From Standard Form 1044, Schedule of Collections, when "Funds 
to be Credited" column indicates an appropriation for which 
allotment ledger is maintained in the State office, the amount 
collected shall be posted inthe "Reimbursable Collections" 
column of the allotment ledger on which payment being recovered 
was recorded. 


The "Reference" and "Description" covering collection postings 
shall be obtained from the Accounting Classification Stamp on 
file copy of the Schedule of Collections. 


Adjustments which involve change of payee or deduction(s) in 
favor of the Treasurer of the United States, but which do not 
change the amount originally paid from the allotment, will not 
be posted to the allotment ledger. 


D. CONSERVATION PAYMENTS 


he posting media for this class of disbursements shall be the 
Schedules of Disbursements (Forms ACP-22 for farm payments; 

Forms 1064, for county association expense payments made by the 
field disbursing office and voucher Form ACP 8 for county ex- 
pense paid in Washington, D.C.; and voucher Forms ACP 14, ACP 42, 
ACP 25, and other notices of settlement for direct settlement 
entries not paid by field disbursing office, 


ONY 


COUNTY ASSOCIATION EXPENSE PAYMENTS 


9. Expenditures 


me tne the Allotment Ledger affected, enter for vouchers to be 


10. 
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paid in the field in the "Reference" column the bureau schedule 
numbere Enter in the "Audited Vouchers" column the amount of 
the Schedule of Disbursements, Form 1064. For vouchers to be 
paid by the Washington Disbursing Office, enter the voucher 


number from ACP 8 and use this voucher as posting medium (as 
"Direct Settlement" if payment covers expense incurred after 


February 28, 1937). ‘No document code; no objective classification. 
Subsequent to the posting of encumbrances for county associations 


expense payments the amount of the Schedule of Disbursements 
(or voucher) shall be liquidated at the time entry is made to 
the "Audited Vouchers" column, unless notation of amount 
liquidated appears on the form. (See paragraph 3, Section II, 
subsection A.) Obtain the total of each day's postings which 
must agree with the difference between the current cumulative 
total and the previous cumulative total of the preceding 
posting date. 


Encumbrances 


Encumbrances shall be authorized for a definite period cover- 
ing budgets for county expenses. 


The budget document which is the encumbrance document, must 
indicate thereon each portion of the encumbrance as it per- 
tains to payments covering expenses incurred prior to July 1, 
and payments covering expenses incurred subsequent to June 30. 
Post to the "Date" column the date of posting. To the "Refer- 
ence" Column post the symbol "4" followed by the document 
number; to "Description" column the last date covered by en- 
cumbrance. The portion of the encumbrance as it applies to 
each fiscal period shall be posted in the "Encumbrance Autho- 
rized" column, to the Allotment Ledger affected, and reflected 


in the "Unencumbered Balance of Allotment." 


When county association expense payments have been: recorded 
on the Allotment Ledger prior to the posting of: an authorized 
encumbrance pertaining to such payments, an amount equal to 
the total of such payments, shall be entered in the .."Encum- 
brances Liquidated" column at the time the encumbrance is 
posted, providing the encumbrance covers the period for which 
these payments were certified. 


IN NO CASE SHALL THE AMOUNT OF THE LIQUIDATION EXCEED THE 
AMOUNT CF THE ENCUMBRANCE. 


Corrections 


Corrections made by the Disbursing Office or a reviewing 
administrative office shall be posted as reverse or red 


oo 
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14. 


15. 
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- entries to the columns. affected by the original entry using 


the same reference and description. All such credit entrics 
should be supported by. a signed memorandum from the Dis- 
bursing Officer or from the person in the office authorizing 
such correction and should be attached to the copy of the 
schedule or voucher. wet 


The posting medium covering refunds by county associations, 
cancelled checks, refunds by payees due to overpayments, 
etc., shall be the Schedule of Collections, Form 1044. The 
amount appearing thereon shall be posted in the "Reimburs- 
able Collections" column only when the "Funds to be Credited" 
coluin of the schedule shows the appropriation from which 

the original disbursement, was made. Schedules of Collections 
which indicate that the amount involved has been credited 

to a "Special Deposits" fund are not to be posted, but will 
be filed in a special Schedule of Collections file pending 
the receipt of Form 1046, which will indicate thereon any 
anount withdrawn from "Special Deposits" and deposited to 

he eredit of the appropriation involved in the original 
transaction. 


FARM PAYMENTS 


Posting Media 


Schedule of Disbursements, Form ACP-22, when properly certi- 
fied by an administrative officer shall be the posting 

media for farm payments paid by the field disbursing office 
and shall be posted to the "Audited Vouchers" column in the 
amount as indicated in the "Net Amount Due" column of the 
schedule. (Direct Settlements - See paragraph 16 following. ) 
The schedule number only shall be indicated in the "Reference" 
column. 


Record of Number of Applications 


the number of applications covered by a Schedule of Disburse- 
ments for farm payments shall be posted in the "Symbol" 
column at the time entry of the schedule is made. The number 
of applications suspended from a schedule shall be posted in 
the "Symbol" column followed by a mimus sign, at the time the 
credit entry is posted. 


A net cumlative total of the applications approved for pay- 
mont to date, applications certified less General Accounting 
Office suspensions, will be obtained by running an adding 
Machine tape of this column. 


Expenditures 


There are three types of farm payments covered by Schedule 


16. 


Vine 
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of Disbursements, Form ACP 22, as listed below and each type 
of payments must be scheduled separately and the type of 
payments indicated on the schedule. 


ae Partial Payments 


The net amount of the schedule will be entered in the 
"Audited Vouchers" column (except resubmittals for which 
see paragraph 17b following). 


De Final Payments 


Post the "Net Amount Due" from the Schedule of Disburse- 
ments to the "Audited Vouchers" column; the "Gross Amount"! 
to the "Encumbrance Liquidated" column (except resubmittals 
for which see paragraphs17b and ¢ following). 


c. Full Payments 


Post the "Net Amount Due" from the Schedule of Disburse- 
ments to the "Audited Vouchers" column (except resubmittals 
for which see paragraphs17 b and ec following). 


Direct Settlements (Claims, etc.) 


Claims cases, whether originating in the State office or in 

Washington, not paid through the ficld disbursing office will 
not be scheduled on Form ACP-22, and the amount payable shall 
be posted from copies of approved vouchers or Notices of Settle- 
ment to the "Direct Settlements" column. 


In the event that a claim is posted to the "Direct Settlement" 
column and it is subsequently revealed that Washington for- 
warded the claim to the field disbursing office for payment, 
the amount originally posted to the "Direct Settlement" column 
shail be adjusted by contra (red) entry to the "Direct Settle- 
ment" and a black entry to the "Audited Vouchers" column. 

A copy of Form G.A.0. 394 "Notice of Settlement" or other 
notice of final disposition shall be forwarded to the State 
Accountant who will detcrmine whether the amount as origin- 
ally certified has been revised and in cases of revision, 

the settlement notice shall be used as a posting medium for 
any required adjustment. 


Suspensions 


ae Prenudit Difference Statements shnll be used as the 

posting median for contra (red) entrics to the "Audited 
Vouchers" column covering farm payment suspensions made 

by the General Accounting Office. Separate entries shall 
be made for the total amount of suspensions pertaining 

to each Schedule of Disbursements. Reference and des- 
cription for suspension entries el be the same as that 
used on the original entry. Post to the "Audited Vouchers" 


Ce 
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ere 


column in contra (red) the amount suspended against a 
schedule and extend to the "Encumbrances Authorized" 
column any resubmitteble amount of the suspensions. 


Schedules of Disbursements listing resubmitted applications 
suspended by General Accounting Office, shall ‘be posted to 
the "Audited Vouchers" column and the amount of liquidation 
shown on the face of the schedule will be entered in the 
"Encumbrances Liquidated" column. ; 


Schedules which indicate in the extreme left-hand margin 
that liquidating entries have been made to more than one 
subsidiary register for a single item listed on the 
schedule, the total of all amounts indicated as liqui- 
dation shall be posted in the "Encumbrances Liquidated" 
colunn..’- this , 


Suspensions involving claims cases shall be set up as 
authorized encumbrances in the amount indicated as re- 
submittable; to be liquidated at the time the claim is 
certified for payment, irrespective of whether the claim 
is paid. by the field disbursing office or Washington. 


18. Collections on farm payment will be handled in the same manner 
as collection of county association expense payments (see 
paragraph 12, Section III, suosection D). 


E. RECONCILIATION OF RECORDS 


19, Balancing Allotment Ledgers 1937 Program with Subsidiary. 
Records 


Be’ 


De 


The Allotment Ledger covering county association expense 
payments and the. Allotment Ledger covering farm payments 
shall serve as joint controls for all County Record of 
Expenditures end Deductions. 


Farm payments recorded on the 1282215(21)2 Allotment 
Ledger as direct settlement and audited vouchers, less 
reimbursable collections must equal the totals of the 
NACP 14" columns of all County Record of Expenditures 
and Deductions. The total of the "Encumbrances Autho- 
rized" less totals of "Encumbrances Liquidated"” must 
equal totals of "Balance Encumbrances Authorized" on 
Subsidiary Registers of Encumbrances for all counties. 


County Association Expense Payments recorded on the 
Allotment Ledger for appropriation 126/72215(21)3 and 


1282215(21)3 as "Direct Settlement" and "Audited Vouchers" 
less "Reimbursable Collection", must equal the total of 
the columns headed "ACP 8" of all County Record of Ex- 
penditures and Deductions, 
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In the event of differences a detailed check of posting 
media will reveal the discrepancies. 


Balancing Allotment Ledgers (1936 Program) with Subsidiary 


Records 


Ae 


De 


Ce 


The Allotment Ledger covering transactions pertaining to 
the 1936 program shall be balanced with the County 
Record of Payments and Mcumbrances daily. 


"Audited Vouchers!" plus "Direct Settlements" minus 
"Reimbursable Collections" must equal the total of 
"Cumulative Totals" from all County Record of Payments 
and Encumbrances. 


The difference between the "Kncumbrance Authorized" 


‘end the "Encumbrances Liquidated" colums of the Allot- 


ment Ledger shall equal the total of the "Balances In- 
cumbrances Authorized" column of the Se, Record of 


anueeke a and: Encumbrances - 


The total ‘OF parades ee oe Roatovieann on all 


Subsidiary’ Registers of Encumbrances for*a county must 


equal the "Balance Encumbrances Authorized" of the 
County Record of Payments and Encumbrances for that 
county less the last entry in column "Encumbrances - 
Authorized for County Association." 


Differences can be reconciled by detailed check of the 
posting media used for both records. 


Reconciliation of the Allotment Ledger ne 
the Disbursing Office Paid copy of Schedu 


De 


Accountant's copies of Schedule of Disbursements will be 
placed’ in a temporary outstanding file after posting is 


“completed. To these copies shall be attached the 


accountant!s copies of Preaudit Difference Statements 


posted which pertain to these schedules. 


When paid copies of Schedules of Disbursements are re- 
ceived by the accountant, they will be checked to the 
file copy of the Schedule from which the original post- 
ings were made and when found to be in agreement will be 
filed in numerical BRUISE Ty gk 29 Sater of Disbdurse— 
ments inactive iTS. 


Vouchers for conservation He 8 cea assembled 
and filed in numerical’ eoseae i Counties. 


Differences between’ the: ahcountestte? ‘copies and paid 

copies of the -schedule : ‘will require’ ‘a: check of the Pre- 
audit Difference Statements attached. to the accountant's 
file copy of the schedule: to determine ‘the cause of such 


a Oe 


difference, since the Preaudit Difference Statements must 
support all differences between the original amount certi- 
fied and the amount paid, except: 


(1) that a difference existing between the original amount 
certified and the amount paid may be caused by circum- 
stances which do not involve a Preaudit Difference State- 
ment. In such cases a memorandum from the Disoursing 
Officer, or from the State office official authorizing 
the Disbursing Officer to cause this difference, should 
be used as the medium for posting entries and should be 
attached to the file copy of the Schedule. 


eee Reconciliation of Allotment Ledger with 
Disbursing Office (Form 1065 and Form 1045) 


a. A reconciliation should be effected at the end of each month 
between each Allotment Ledger and the Disbursing Officer's 
Forms 1065, handling as outstanding, those entries on the 
Allotment Ledger but not on the Forms 1065, when the date of 
entry to the Allotment Ledger of the outstanding items in- 
dicatesthat such items should be in float between the General 
Accounting Office and the Disbursing Office. When the date 
of entry on the Allotment Ledger of the Schedule of Disburse- 
ments not listed on Form 1065, indicates that documents 
should have been paid, a checkup as to the cause of payment 
being withheld is in order. 


do. A statement of each month's reconciliation with the Disours- 
ing Officer should be prepared, listing thereon as unpaid 
schedules the items posted to the Allotment Ledger as of the 
date of reconciliation, but which have not been paid by the 
Disbursing Officer. 


c. Credits which have been posted subsequent to the date of 
reconciliation that pertain to paid schedules involved in 
the reconciliation must be taken into comsideration. 


d. The total of the "Audited Vouchers! column on each Allot- 
ment Ledger, less unpaid schedules must equal the total of 
disbursements paid under this subappropriation symbol as 
indicated on the Form 1065. 


e. Reconciliation must be effected between the Allotment Ledger 

and the Form 1045, Summary of Collections, prepared oy the 
Disbursing Office covering reimbursable collections. The to- 
tal of the Allotment Ledger column "Reimbursable Collections" 
must be in agreement with the total amount shown on Form 1045 
as of the date of the reconciliation, handling as outstanding 
those entries appearing on the Allotment Ledger but not in- 
cluded in the total amount shown on the Form 1045. 


F. REPORTS 


23- Monthly Statement of Allotment Transactions 


Monthly Statements of Allotment Transactions snall be prepared 


» Bowe 


in the State Accountant's office, for each appropriation from 

which disbursements are made by the field Disoursing Office and 

fon which the State office maintains an official allotment ledger. 
Separate statements shall de prepared for each subappropriation. 
The total of the current month's posting to the Allotment Ledger for 
each subappropriation and allotment shall be entered on this report 
as of the last day of each month. 


The column headings of the form, "Statement of Allotment Trans~ 


actions", (specimen copy attached) corresponds to the headingsof the 


Allotment Ledger money columms and in addition space is provided at 
the extreme left of the form for a column to be headed "Code Symbol 
and Title of Allotment." In this colum enter the symbol code of the 
Allotment Ledger account. | 


After the month's final entry has been posted to each Allotment 


Ledger, total each money -column in pencil, except "Unencumbered 


Balance of Allotment." Subtract the cumlative totals at the end 

of the preceding month in each column from'the cumilative totals faz 
the current month and enter the result in the corresponding columns 
on the Statement of Allotment Transactions. In the ‘column headed 
"Unencumbered Balance of Allotments". onthe Statement of Allotment 
Transactions, post the last amount as show in the "Unencumbered 
Balance of Allotment" column. 


This statement will be prepared in triplicate siged by the State 
Accountant and the State Chairman and forwarded to the North Central 
Division, Washington, D. C., on the second business day of the 
month following. . ‘ 


Monthly Summary of Expenditures 


A summary report of all expenditures made during each month charge- 
able to each subappropriation and allotment for which accounting 
records are officially maintained in the State office shall be pre- 
pared each month in the State Accountant's office. (See form at- 
tached, "Monthly Summary of Expenditures.*) 


In the upper right-hand section shall be entered a’cheet number, 
followed by the total number of sheets trenem.sted irer example, 
"Sheet 1 of 3", "Sheet 2 of 3", etc.). . 


The name of the region and State; region and Ssete codes allot— 
ment code and month shall be entered in the appropriate spaces. 


ae 1936 Program 
The source of data for the summary coverinz the 1936 program 
shall be the County. Records of Payments and Encumbrances for 
conservation payments (including county association expense 
payments). 


(1) Column Headings 


In the first column, which shall be headed "Counties", 


(2) 


bi) Sea 


shall be entered the code number and name of each county 
listed in numerical code order. ne 


Columms 2 to 6 shall be overcaptioned "126/72215(21)2-— 
Conservation Payments"; Column .2 shall be subcaptioned 
"Total Conservation Payments"; Column 3, "Administrative 
Expenses, County Associations"; Column 4, "Gross Farm Pay- 
ments"; Colum 5, "Deductions", and Column 6, "Net Farm 
Payments." ‘ 


Posting to Monthly Summary of Expenditures 


From the County Record, the total amount of expenditures 


for the month for county association expenses and the net 


farm payments shall be posted in the columns "Administrative 


Expenses County Associations", and "Net Farm Payments", res- 
pectively. When deductions are being made from gross farm 


payments, it will be necessary to enter them in total and to 


add the amount shom for deductions to the amount shown for 
net farm payments in order to obtain the amount to be shown 
in the "Gross Farm Payments" on the Monthly Summary of 
Expenditures. In the column headed "Total Conservation Pay- 
ments" shall be entered a total of "Administrative Expenses 
County Associations" and "Net Farm Payments." After all 
entries have been made to the Monthly Summary of Expenditures, 


each column shall be footed and its total entered. These 


totals shall be balanced as follows: 


(a) "Net Farm Payments" plus "Deductions" shall equal 
"Gross Farm Payments.!! 


(bd) "Net Farm Payments!" plus "Administrative Expenses 
Associations" shall equal "Total Conservation Pay- 
ments." (See attached Form "Monthly Summary of 
Expenditures 1936 Program. "') 


1937 Program 


The source of data for the summary covering the 1947 program 
shall be the Allotment Ledger for State office payrolls and 

the County Records of Expenditures and Deductions for conser- 
vation payments (including county association expense payments). 


(1) 


Column Headings 


In the first colum, which shall be headed "Counties or 
Allotment Symbol", shall be entered the account code num- 
bers and name of each subdivision reported, counties being 
listed in numerical code order. 


Columns 4 to 8 shall be overcaptioned "Conservation Pay- 
ments"; Column 2 shall be captioned "Total Expenditures." 
Column 3 ‘shall be captioned "Total Conservation Payments"; 


eae 


Colum 4 '126/72215(21)3 County Association Expense 
Payments"; Column 5, "1282215(21)3 County’ Association 
Expense Payments!s Column 6 "Gross Farm Payments"; 
Colum 7, "Deductions"; Column 8 "1282215(21)2 - Net 
Farm Payments"; and Column 9 "1282215 (21 )1 - Admin- 
istrative Expense Allotments. 


(2) Posting to Monthly Summary ‘of of Bmenditures 1937 
Program. eames 


From the County Record of Expenditures and Deduc- 
tions, the net expenditures for the month for each 
county association, incurred under .subappropriation 
126/72215(21)3, shall be entered in Column 4; the 
net: expenditures for the month for each county asso- 
ciation incurred under subappropriation 1282215(21)3 
shall be entered to Column 5. The total "Net Farm 
Payments" for the month as posted in colum "AcP 14" 
in the County Record of Expenditures. and Deductions 
shall be entered in Column 8, end total "Deductions"! 
in Column 7. 


In Column 6, "Gross Farm Payments", shall be entered 
a total of "Net Farm Payments!" and "Deductions" (if 
no "Deductions" are shown, enter the "Net Farm Pay- 
ments" also in "Gross Farm Payments" colunn). 


In the column headed "1282215(21)1 - Administrative 
Expense Allotments" shall be entered the amount ex- 
pended for the month as shown on the Allotment Ledge 
covering each officially ead allotment of this 
subappropriation. ; 


In the colum headed "Total Conservation Payments" shall 
be entered a total of entries in columns 4, 5 and 8. 


In the column headed "Total Expenditures" shall be ex- 
tended the entries on the same line in column % or 
colum 9, except that in the total.of the report enter 
in this column the sum of the colum 3 total plus the 
column 9 total. After all entries have been made to the 
Monthly Summary of Expenditures, each column shall be 
footed and its total entered. These totals shall de 
balanced as follows: 


(a) Column 8 plus column 7 shall equal column 6. 

(b) Column 8 plus column 4 and column 5 shall equal 
column 3. 

(c) Column 3 plus column.9 shall equal column 2. 


All Monthly Summary of Expenditures will be prepared in tripli- 
cate, signed by the State Accountant.and State Chairman and 
forwarded to the North Central Division, Washington, D. ed Ont 
the second business day of the month following. 
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SECTION IV. ADMINISTRATIVE INSTRUCTTONS 


In addition to the instructions contained in Sections Ly 


and III, the following administrative requirements of the 
North Central Division relative to the method of setting up 
encumbrances for payrolls, contracts, and travel, and the pre- 
paration and submission of the telegraphic report of accounts 
and the weekly and monthly report of accounts on Form NOR lel 
to the North Central Division, are given below end should be 
strictly adhered to by the State Accountant. 


1. Encumbrances for Payrolls 


Re 


Qe 


Formally Appointed Employees 


| As outlined in Section I, C, paragraph 13, page ll’ of 


the instructions, encumbrances authorized for payrolls 
will include the payroll requirements of formally ap- 
pointed employees for the period of. the allotment or 
for the period of the appointment if the appointment 
terminates within the allotment period. 


The liquidation of encumbrances set up to cover formally 
appointed employees will be handled in the same manner 
eas heretofore, i.e., for the first half of the month 

the amount of the audited voucners for payrolls will be 
the amount to be shown as encumbrances liquidated for 
that period and the balance of encumbrances authorized 
for a particular month will be liquidated when the pay- 
roll voucher for the last half of the month is received. 


Per Diem Employees 


Encumbrances: authorized for per diem employment will 
include the amount necessary to pay per diem employees 
for the period of one month in advance only. 


The estimated payroll for per diem employees for a month 
may be determined sometime in the month previous from 
Forms ACP 29, Notice of Employment. At the end of the 
current month when payrolls are recorded, the encumbrance 
which has been authorized for. that particular month shall 
be entirely liquidated. 


Encumbrances for Contract Obligations 


Contracts such as rent, telephone, etc., usually do not ex- 
tend past the end of the fiscal year. All contracts will be 
encumbered for the full amount applying to the period of the 
allotment; in most cases, this will be the full amount of the 
contract, provided the allotment covers the entire fiscal 
year. 


Be 
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3, Bneumbrances for Travel 

a. Employees of the State office making frequent trips 
should be issued letters of authorization covering the 
period beginning July 1, or the date such travel starts, 
and ending June 30, 1938. The amount of such letters 
should be estimated to cover @ three-month period, and 
from time to time this amount may be increased thereby 
increasing the encumbrance originally authorized. In- 
creases to letters of authorization should be in an 
amount estimated to cover all trevel for the remainder 
of the three-month period plus the estimated expendi- 
tures for the next three months. 


be Employees of the State office making infrequent trips 
should be issued letters of authorization for each 
specific trip and the amount of any such letter of 
authorization should be the estimated amount for that 
one trip only. . 


ec. Letters of authorization chargeable to allotments re- 
corded in the State office will be issued by the State 
Chairmen, or in his absence, by the Acting State Chairman, 
and will cover travel in the State only. All other 
travel must be covered by letters of authorization issued 
from Washington. © fs 


Upon receipt of the letters of authorization the State 
Accountent will enter as encumbrances authorized such 
amounts as are specified in the letter of authorization, 
In the instances of State office employees who make fre- 
quent trips the amount of the’ voucher due the traveler 
will represent the amount of encumbrance to be liquidated, 
At the end of the period of the letter of authorization, 
in this case the fiscal period, any amount remaining 
after all travel hes been completed shall be liquidated. 


In cases where the employee makes specific trips the entire 
amount previously authorized shall be liquidated when the 
voucher is received covering completion of the specific trip. 


REPORTS 
4. Report of Accounts - Telegraphic 


At the close of business every Wednesday and Saturday, after 
taking in all transactions up to and including these periods, 
the cumulative total to date of the net ferm payments shall 
be telegraphed to Mr. Claude’ R. Wickard, Director, North 
Centrel Division, Washington, DC. -° 


@ 
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5. Report of Accounts - Form NCR 121 - Weekly and Monthly 


Qe 


Preparation and Transmittel 


At the close of business on Wednesday of each week and at 
the close of business each month the State Accountant 
will make up Form NCR 121, Report of Accounts, showing 

the status of the subappropriation and allotment accounts 
(both official accounts and memorandum accounts) main- 
tained by him. This data will be obtained from the Allot- 
ment Ledgers for all subappropriations and allotments; 
from the County Record of Payments and Encumbrances for 
conservation payments under appropriation 126/72215(21)2 
and from the County Record of Expenditures and Deductions 
for conservation payments under appropriation 126/72215(21)3, 
1282215(21)2,. and 1282215(21)3. 


These reports shall be transmitted in duplicate not later 
than the Thursday of each week for the weekly report and 
on the second business day following the close of each 
month for the monthly report, to Mr. Claude R. Wickard, 
Director, North Central Division, Washington, D. OC. 


In making out the month-end report of accounts, it will 
be necessary to delete the word "week" where it appears 
on the form and insert in place thereof the word "month." 


Postings from Allotment Ledgers 


The cumulative totals shown on the Allotment Ledgers for 
Direct Settlement, Audited Vouchers, Encumbrances Liqui- 
dated, Encumbrances Authorized, Reimbursable Collections, 
Allotments and the amount shown as the Unencumbered: 
Balance of Allotment will be entered in the appropriate 
spaces under the caption "Previous Total" (for the be- 
ginning of the week or month period) and under the caption 
"Cumulative Total" (for the end of the week or month period) 
for each subappropriation and allotment covering adminis 
trative expenses and conservation payments. The difference 
between the cumulative total and the previous total should 
equal the amount representing the postings for the week 

or month period. 


Postings from County Records of Payments and Encumbrances 


In the appropriate spaces in the section "From County 

Record of Payments and Encumbrances" and under the caption 
"'126/72215(21)2 Conservation Payments", subcaptions 

"Previous Totals", "Current Week" and "Cumulative Totals" 
shall be filled in the necessary data as taken from a 
recapitulation of the postings made for the period to the 
County Records of Payments and Encumbrances for all Counties. 


wn BO es 


d. Postings from County Records of Expenditures and Deductions 


In the appropriate spaces in the section "From County Re- 
cord of Expenditures and Deductions" and under the sub- 
captions "Previous Totals", "Current Week" and: "Cumulative 
Totals" under captions '126/72215(21)3 Conservation Payments", 
11282215(21)2 Conservation Payments" and "1282215(21)3 
Conservetion Payments! shall be filled in the necessary 

data as taken from a recapitulation of the postings made 

for the period to the County, Records of Expenditures and 
Deductions for all counties. 


The spaces opposite "Allotments" in the section "From 
County Record of Expenditures end Deductions" shall not 

be filled in. In the spaces opposite "Balance of Deduc- 
tions" shall be shown in red ink the total amount recapitu- 
lated from all counties from the "Balance of Deductions" 
column on the County Records of Expenditures and Deductions, 
provided this recapitulation results in a negative balance. 
The "Trial Balance Total! line for "Previous Totals" and 
"Cumulative Totals" shall be filled in to prove the mathe- 
matical accuracy of the amounts representing postings from 
the Allotment Ledgers. tm: 


C. Gencral 


6. When charges for services other than personal are incurred, it 
is absolutely necessary that such expenses be charged to the 
proper allotment. Telegrams and other expenses incurred for 
allotment 0603.3, General Accounting Office, and allotment 
0605.3 Aerial Photography Office shall be charged to the proper 
allotment and not to allotment O600,3-Administrative Expenses— 
State Office. Where telegrams coyer subject matter involving 
two allotments it will be left to the discretion of the State 
Chairmen to designate the allotment to which the charges 
should be made and the averaging up of such charges may be made 
by charging the cost of the telegram to one allotment at one 
time end to the other the next time. , 
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NCR-State 107, issued October 15, 1937, is herebyLamandad-by-the eee: } 
sas : SAAR Oe i 8s nema tcas, 
addition of the following: 


- 


I. Preparation of Data by Accountant for NOR-1e9 
Upon receipt of a request from the Application for Payment 
Section for data to be used in determining the rate of deduction 
for administrative expenses of a county association, the State 
accountant shall prepare in duplicate and certify a schedule 
which shall be headed and prepared as follows: 


1. This schedule shall be headed "Data from State Accountant 
for NCR~129, " 


ee This schedule shall have four columns with the following 
headings: 


(a) "County Name and Code! 

(b) "1936 Gross Payments" 

(c) "1936 County Association Expenses" 

(ad) "Deductions for Sounte bedooration Expenses" 


3. Enter in column (a) the name and code of the county for 
which data are being furnished. 


lu, Enter in column (b) the sum of the total of the "Net Farm 
Payments" column plus the total of the "Deductions" column 
from the "County Record of Payments and Encumbrances" for the 
county listed on the same line in column (a) covering 
the 1936 Agricultural Conservation Program payments 
from appropriation 126/72215(21)2 


5. Enter in column (c) the total of the "County Association 
Expense Payment" column from the "County Record of 
Payments and Encumbrances" for the county listed in the 
same line in column (a). 


6. Enter in column (d) the total of the "Deductions!" column 
from the "County Record of Payments and Encumbrances" for 
the county listed in the same line in column (a). 


{- Enter beneath the foregoing data, the date as of which 
the tabulation was taken. 


II. 


wes 


8. To the right of the date, the accountant shall insert the 
words "Certified Correct" following the last entry on ‘the 
schedule and shall sign, and enter his title immediately 
beneath such certification. 


9. Forward the original of the schedule to the Application 
for Payment: Section and retain the duplicate copy. 


Posting Data from Form NCR-1le9. 


As:each Form NCR-129 is received, the State Accountant 
shall check his file copy of the schedule headed "Data. from 
State Accountant for NCR-129", which will be kept in an out- 
standing file until all Forms NCR-129 to.which it related 
have been received, | 


1. From Form NCR-129, post to the 1937 Program "County 

: Record of Expenditures and Deductions! the items which 
affect the deductions and credits for a county association, 
.as follows: 


(a). If there is an entry in Table II, item 6, of NCR-129, 


post the amount in red to the column headed "Allotments". 


_(b) If there is an entry in Table II,.item 9, of NCR-129, 


post the amount in black to, the column headed "Allotments". 


(c) Post the sum of the entries in items 10, ll, 12, and 13, 


Table II, of Form NCR-129 in black to the column headed 
"Deductions". On the same posting line enter in the 
"Symbol" column the code "50", leave the "Reference" 
column blank, and enter in the "Description" column in 
the first position, "129", and enter in the second po- 
sition the date of certification by the chairman of 

the State committee. 


2. Post to the "County Record of Payments and Encumbrances! 
for appropriation 126/72215(21)2 in reverse (red) the 
following: 


(a) If there is an entry in Table II, item 6 of 
NCR-129, post the amount to the column headed 
"County Assne Expense Payments". 


(bd) If there is an entry in Table II, item 9 of NCR-129, 
_ post the amount to the column headed "Deductions". 


(c) Make adjustments in the a headed "Balance County 
Assn.e Payments": accordingly. . The "Reference! shall 
be "NCR-129 (Adjugtment)"" for the postings. At the 
end of the month during which this item is posted, 
make a corresponding adjustment in the encumbrances 


(d) 


us ae 


authorized for county associations on the 
"County Record of Payments and Encumbrances" 
and on the "Allotment Ledger". 


In all subsequent reports the amount of the adjust- 
ment taken in the "County Assn. Expense Payments" 
column or in the "Deductions" colum, as heretofore 
set forth, will be added to the column total which 
will cancel the adjustment for report purposes and 
balance the report by counties with the expenditures 
as shown by the "Allotment Ledger". 


DATA FROM STATE ACCOUNTANT FOR NCR-129 


COUNTY NAME 1936 1936 couNTY DEDUCTIONS FOR 


AND CODE GROSS “. "ASSOCIATION COUNTY ASSOCIATION 
NUMBER PAYMENTS EXPENSES EXPENSES 
(a) (db) (c) (d) 
1-Adams $100,000.00 $10,000.00 $9,500.00 
Date: aoe vs CERTIFIED CORRECT: 


State Accountant. 


b> 
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Instructions to State Accountants Relative to the Maintenance. o 
Accounting Records in the State Agricultural Conservation Offices 
in the North Central Region Covering Local Association Expense 
Payments. 


The ° following account ing records will be maintained 1 by’ then 
State Accountant in the State office in connection with payments’ fiévale 
to local associations covering expenses incurred on account of parti- 
cipation in programs operative under the Sugar Act of 1937, the 1937 
Cotton Price Adjustment’ Payment Plan and the Agricultural Adjustment 
Act of 1938 embracing payments made under the ‘Soil Conservation and * 
Domestic Allotment Act, Marketing Quotas Program and the Crop Insurance 
Progrem. 


(1) Allotment Ledger rad: 
(2) - County Record of Association Expense Payments 


The preparation of and postings to these records are outlined 
belows ) 


Allotment Ledger 
Preparation 


A separate allotment ledger account shall be mainteined for 
each allotment under each appropriation covering local association ex- 
penses. It is anticipated thet there will be only one eppropriation 
for each fiscal year to cover local association expenses for all pro- 
grems. The symbol and title of this approprietion for the fiscel 
year 1938 is '1282226(21) Local Administration, Sec. 388, A.A. Act 
of 1938, D. of A., 1938 (A.A.A.)," which is available for local 
association expenses in the months of April, May and June. 


Hach allotment ledger sheet shall be machine posted in duplicate 
on Standard Form 1015~a. Entries shall apply only to the fiscal 
period of an allotment, that is, they must cover expenses incurred © 
for the time prior to the closing date of the allotment. . 


At the upper left-hand corner on the top line of the 
ledger sheet shall be stamped the appropriation symbol and name. 


In the center of the sheet on the same line shall-appear the 
State mame and code. 3 


“2 
Enter the serial number of the sheet opposite "Sheet No. " 
and mumber sheets in consecutive mamerical order starting the first 
sheet with "1", Under "Sheet No. "on the top line enter the 
allotment symbol code and the appropriation symbol. 


At the head of the "Date" column insert the year for which 
the ensuing entries are made. 


The blank space preceding "Allotments" shall be headed 
"Reimpursabdle Collections." 


Postings 


The posting media shall be allotments, local county associa- 
tion budgets or authorizations to expend and Schedules of Disbrusements 
(Standard Form 1064) properly certified by the administrative officer 
and other notices covering refunds to the appropriation. 


In the "Symbol" column enter the code for the type of document, 
that is, "L" or "9" for allotments In and Out; "4" for encumbrances 
euthorized end -"8t for cancellation of encumbrances. 


In the "Date" column shall be entered the beginning date of the 
allotment period for allotments "In'' and the date for any increases or 
decreases in the original allotments shall be the date these charges 
were authorized; the date for Schedule of Disbursements shall be the 
date of certification and the date for encumbrances authorized shall be 
the date of approval and certification of the budgets for local 
associations or authorizatiom to expend by the proper administrative 
or ficer. 


In the "Reference!" column shall be entered the bureau number of 
the Schedule of Disbursement or the number of the document being posted. 


The "Description" column shall be left blank. 


Post to the other columns the amounts of the transactions 
covered, affecting either by addition or subtraction, the unencumbered 
or free balance in the column headed "Unencumbered Balance of Allotment,!! 


Documents must be stemped end coded with the Accounting 
Classification stamp before being posted to the Allotment Ledger and 
when posted the ledger sheet number snall be entered in the space 
provided. The original document and copy covering budgets or 
authorizations to expend and Schedules of Disbursements shell be 
stamped "Funds Available" and initialed by the State Accountant. 


County Record of Association Expense Payments 


Standard Form 1016 shall be used for recording budgets or 
euthorizations to expend for local associations and payments covering 
expenses of local associations. This form shall be posted by hand in 
ink and a separate series of sheets maintained for each local association. 


1M 


Preparation of Form 


Line out the headings "Distribution. Ledger", "Unit", and 
"Activity." - | | 


Opposite "Symbol" enter the appropriation symbol and name, 


Following "Unit"! enter "County Record of Association 
Expense Payments." 


Following NActivity" enter the State and county names and 
codes. 


In the blank blocks at the head of the column following 
"Reference No." enter the following captions; 


— Leave blank pending other programs if necessary | 


Column 1 
Column 2 - Leave blank pending other programs if necessary 
Column 3 - Suger Program 
Column 4 —- Cotton Price Adjustment Program 
Column 5 ~ Crop Insurance Program 
Column 6 - Marketing Quotas Program 
Column 7 ~ Agricultural Conservation Program 
, Column 8 - Total Audited Vouchers 
Column 9 = Encumbrances Liquidated 


Column 10- Encumbrances Authorized ' 
Column 11- Balance Encumbrances Authorized 


Postings 


The posting media to this record shall be the vouchers 
covering local association expenses and budgets or authorizations 
to expend for local association expenses approved and certified 
by the proper administrative officer. Hach voucher will have 
attached thereto a statement showing the distribution of expenses 


-.applicable to the various progrems in which the local association 


has participated during the month, the total of which will be 

the amount of the voucher. Notices of refunds to the appropriae 
tion covering voucher adjustments will also be used as a posting 
media. These notices must show the various programs to be credited. 


In the "Date" column enter the date of certification for 
payment of the voucher; the date of approval and certification of 
the budget or authorization to expend for local association ex- 
pense; and the date of certification for other adjusting documents. 


In the "Reference No." column enter the office number of 
the document being posted; and for reference purpose, it might be 
deemed advisable to post the Schedule of Disbursement bureau 
number in the space preceding "Date!'! as a means of identifying 
the entry with the posting to the Allotment Ledger. 


Enter in column "10 - Encumbrances Authorized" the amount 
of the approved budget or authorization to expend for local 


association expenses. 


Enter in column "9 — Encumbrances Liquidated" at the 
timo an entry is made to the "Total Audited Vouchers" column 
the total amount of the voucher or "Balance of Encumbrance 
Authorized" whichever is less. In instances where there is an 
insufficient amount in the "Balance Encvmbrance Authorized" 
column to cover the amount of the voucher being posted, the 
fact should be called to the attention of the administrative 
officer in charge for specific approval RL hn isles ; 


Enter in column "11 — Balance Encumbrance ithoricod! 
the resultant balence from entries posted to column "10 ~ En- 
cumbrancos Authorized" and column "9 ~ Encumbrances Liquidated." 


Enter in column "8 —~ Total Audited Vouchers" the amount 
of the voucher for local association expenses and the amount of 
credits or adjustments as shown on Schedules of Collections, etc. 


Enter in columns "3 - Sugar Program"; "4 = Cotton Price Adjust- 
ment Program"; "5 - Crop Insurance Progrem!; "6 - Marketing 
Quotas Program" and "7 —- Agricultural Conservation Program; the 
amount of expenses, applicable to the verious programs, as shown 
on the distribution statement eccompenying the voucher. The totel of 
the amounts posted to these columns should equal the amount posted 
to the "Total Audited Vouchers! column. 


Totaling County Record of Association Payments 


When the posting of the Audited Vouchers for the month 
of June has been completed, a total will be brought down for the 
months posted for all columns excepting the "Balance Encumbrances 
Authorized" column which will show the last balance posted. A 
separate total will be brought down for the next succeeding three 
months, i.e., July, August and September and on the next line will 
be carried down the cumulative total to June 30, 1938 shown above, and 
on the following line will be shown a cumulative total for all the 4 
months covered. 


The cumulative total for the months of October, November 
and December as well as the cumulative totals for the previous 
periods covered will be shown in the same manner as described 
ebove, 1.6.3 
Cumulative Total’ (October, November and December); 
Previous Total ~ Through Soptember: ' « 
Total ~ Through December 31, 19383 


Proof of Postings to Allotment Ledger and 
County Record of Association Expense Payments 


The totals of the "Total Audited Vouchers" column for all 


a me 


local associations shown on the County Records o- Association 
Expense Payments shall equal the total of the "Audited Vouchers" 
column of the Allotment Ledger. 

The totals of the "Balance Encumbrance Authorized! columns 
for all local essocietions shown on the County Record of Association 
Expense Payments shall equal the difference between the "Encumbrances 
Authorized" column and the "Encumbrances Liquidated" column of the 
Allotment Ledger. 
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AGRICULTURAL ADJUSTMENT SEMI TG STRATE | | 

JUL | 
SUGAR BEET PROGRAM-NORTH CENTRAL DIVISEON s 


Instructions to State Accountants rete 
to the Maintenance of Accounting Records in 

the State Agricultural Conservation Offices 

for Recording Transactions in Connection 


with Payments Made Under the Sugar Progrem. 


GENERAL 


A separate Allotment Ledger account shall be maintained on 
Standerd Form 1015a for each allotment from the appropriations 
for payments to participants in .the Sugar Programs. 


A. County Record of Payments and Deductions for each program 
year shall be maintained for each county on Standard Form 10l6a, to 
which will be posted the amount and reference of each document per~ 
taining to payments made. 


Subsidiary Registers of Encumbrances for General Accounting 
Office Suspensions shall be maintained for each county, to which 
will be posted encumbrances for resubmittable suspensions by the 
General Accounting Office, and the liquidation thereof. 


A Subsidiary Register of Encurbrances for Unpaid Wages shall 
be maintained by voucher for recording transactions pertaining to 
deductions for unpaid wages due to laborers. 


Since Standard Form 1016a is a short form, it will be neces- 
sary to post direct settlements, Schedules of Collections, Schedules 
of Cancelled Checks, and other docunents that apply to payments made 
or collections received, to the "Amount" column, which will register 
in the "Audited Vouchers" column of the collated Allotment Ledger, 
and to reserve the first money column on the Allotment Ledger for 
registering Deductions for association expense, which will be posted 
to the fourth position of the "Item" column on Form 101l6a. 


A. POSTING TO COUNTY RECORD OF PAYMENTS 
AND DEDUCTIONS AND ALLOTMENT LEDGER 


The postings shall be accomplished by machine operation to the 
County Record of Payments and Deductions and to the Allotment 
Ledger, simultancously, by superimposing the Form 10l6a with a 


=~ oO = : ©) 


carbon, on Form 1015a. Form 1016a will be front fod; Form 101l5a --..: 

will be rolled into the machine. It is not necessary to remove 

the County Record when postings are made to: the Allotment Ledger 

in the columns to the right of the "Audited. Vouchers" colunn. 

Upon receipt of a Schedule of Disbursements (Form S#3, the posting 

media) and supporting vouchers (Forms S-2) ‘covering payments to 

suger producers, the State Accountant shall post by voucher to the 

County Record and the collated Allotment Ledger, in the "Date! 

column, the date posted; in the "Voucher No." colunn,. the .voucher 

nmunber; in tho first position of the "Item" column, the bureau e 
schedule nunber; in the second position of the "Item" column, the 
county code number; in the fourth position of the "Item" column, 
(hereafter called the "Deductions" column) the anount of deductions Y 
for association expense (the first amount shown--not in parentheses-— 

in the "Deductions" column on Form S-3); and in the "Acount" column, 

the "Net Anount Due." 


Deductions made for unpaid wages as indicated in parentheses 
in the "Deductions" column of the Schedule of Disbursements for 
a2 voucher shall be entered to the "Encumbrances Authorized" 
colunn on the sane posting line as the entry to the "Audited © 
Vouchers" column. 


Vouchers as listed on certified Schedules of Disbursenents 
(Form 1064) covering payments to laborers, shall be used as 
the posting media for entries made to the County Record of 
Paynents and Deductions and the collated Allotmont Ledger. 

In the "Date" column, enter the date posted; in tho "Voucher!" 
column, the voucher number; in the first position of the 
"Item" column, the schedule number; in the second position, 
the county code; in the third position, the voucher munber of 
the Subsidiary Register of Encumbrances for Unpaid Wages;. no 
entry to the "Deductions" column; in the "Amount" column, the 
anount certified for paynent, and in the "Encumbrances Liqui~ 
dated" column, the anount certified for paynent. 


Entries to the County Record of Paynents and Deductions and 
Allotment Ledgers from documents other than vouchers appearing 
on Schedules of Disbursements and amounts suspended therefron, — 
(Forms 117a), shall be identified by inserting in the "Symbol" 
column the forn nwaber of the document, and, in the "Voucher! 
column, the bureau nunber of the document. This will forma __ 
means of identifying those anounts which are not essential. to — 
the reconciliation with the field disbursing office. - 


General Accounting Office suspensions shall be posted fron 

Forns 117a, Preandit Difference Statements. The total de- 

ductions and the net payment susponded from a voucher shall s ow 
be entered on the collated County Record and Allotment Ledger ~ 

as a contra entry to the "Deductions" and "Amount" columns, 

respectively, using as reference the date suspensions are ~ 


us Gm 


posted, and the bureau number of the voucher from which sus- 
pension was made. Shift the carriage to the "Encumbrances 
Authorized" column of the Allotment Ledger and enter the 
amount of resubmittable suspensions. 


When vouchers covering resubmission of items previously sus- 
pended are posted, the amount to be liquidated indicated by 
the State Accountant in the left-hand column of the Schedule 
of Disbursements shall be posted to the "Encumbrances Liqui- 
dated! column. 


Waen Schedules of Disbursements, Form S-3, covering resub- 
mission of items previously suspended by the General Account-— 
ing Office involving deductions for unpaid wages ere being 
posted, the State Accountant shall first determine by checking 
to the Subsidiary Register of Encumbrances for Unpaid Wages 
whether the amount of deductions for unpaid wages as 
indicated on the resubmitted vouchers has previously. been 
posted as an encumbrence authorized. 


After this check has been made, the State Accountant shall 

show opposite the amount of deductions for unpaid wages shown 

in parentheses in the "Deductions" column of the Schedule of 
Disbursements, the emount which hes previously been entered 

as an encumbrance for unpaid wages. Any difference between 

the emount of encumbrance for unpaid wages previously encumbered 
and the new amount of deductions for unpaid wages shall be adjust- 
ed in the "Encumbrance Authorized" column using the resubnitted 
voucher nunber as reference. 


SUBSIDIARY REGISTER POSTINGS 
1. Eneunbrances for Unpaid Wages 
&e Authorized 


Deductions for unpaid wages made from sugar paynents 
due producers shall be set up as encumbrences euthorized 
for unpaid wages. 


When a schedule, Form $3, indicates an amount of deduc- 
tions for unpaid weges for a voucher-~that is, when an 
enount in parentheses appears below the deduction for 
association expense in the "Deduction" column of the 
schedule--a Subsidiary Register of Encumbrance shall be 
prepared, showing as description in the heading, "Wages 
Unpaid, Voucher # , County." The 
amount in parentheses shall be entered on the first 
posting line in the column "Encunbrance Authorized" 

and cerried into the "Balance Encumbrance Authorized" 
colunn,. 


Liquidated 


dD. 
woueners listed on Schedules of Disbursements (Forms 1064) 
covering payments to laborers, shall be used as the 
posting media for entries made to the ES eae Register 
of Encumbrances for ete Wagese 
In the "Date" column enter the date of the voucher. 
In the "Description" column enter the schedule number 
and voucher number. “ 
The amount duc as indiceted for each voucher shall + 
be posted to the "Encumbrances Liquidated" column id 
and reflected in the "Balance Encumbrances Authorized" 
column, 
Ce Register Control for Unpaid Wages 


A form, similar to the form to be used for the Subsidiary 
Register of Encumbrances for Unpaid Wages, shell be 
maintained as a State Register control. 


(1) Encumbrances Authorized 


A total of each day's postings for deducticns 

for unpaid wages, obtained from the totals shown 

on the Schedule of Disbursements (Form S~3) shall 

be entered in the "Encumbrances Authorized" column, 
end reflected in the "Balance Encumbrances Authorized" 
column. 


(2) Encumbrances Liquidated 


The total of each day's posting of the Schedules of 
Disbursements (Forms 1064) covering wage payments 
to laborers, shall be entered to the "Encumbrances 
Liquidated" column and reflected in the "Balance 
Eneumbrances Authorized" colunn. 


(3) The current amount indicated in the "Balance Encun- 
brences Authorized" column of the State Register 
Control nust equal the current total of the "Balance 
Encumbrances Authorized" columns of the Subsidiary 
Registers of Encumbrances for Unpaid Wages. 


Encumbrances for G.A.O0. Suspensions 


Subsidiary Registers of Encuribrances shall be maintained 
for each county to which will be posted resubnittable 
General Accounting Office suspensions of applications. 


(Partial suspensions and disallowances are not resubnitt- 
able.) 


C. 
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The file number shell be the State and County Code nunber. 

As "Description!!, in the heading of this form, shall be 
entered 'lGeneral Accounting Offidcs Suspensions" followed 

by the neme of the county. On the line provided for "Unit" 
shall be shown the name of the State and county. Immediately 
below shall be shown the appropriation number. On the 
right-hand side of the form in the spaces provided shall be 
shown the State, County and Allotment Code nunber,. 


Under "Date" shall be the year for the items to be entered, 
and the date of posting shell be shown in the "Date" column. 
In the "Description! column shall be posted from the Preaudit 
Difference Statement the voucher number from which the item 
was suspended end the serial number of the suspended appli- 
cetion. In the "Encumbrances Authorized" column shall be 
entered the amount of the suspended item and a like amount 
shall be added to the "Balance Encumbrences Authorized" 
column. When liquideting en encumbrance for a suspended 
iten the dates and description shall be entered from a copy 
of Preeudit Difference Statement containing a notice of 
resubnission end showing the resubnittal voucher nunber and 
the senount approved for paynent. When the Schedule of Dis- 
burseneonts covering a resubmittal voucher is received (appli- 
cations suspended and resubmitted are vouchered seperately 
fron original submissions to General Accounting Office) the 
enount of encumbrance previously authorized for this appli- 
cation shall be entered in the "Encumbrance Liquidated" 
column. The "Balance Encumbrances Authorized" shall be 
reduced accordingly. Total liquidation for one resubmittal 
voucher (as entcred on Subsidiary Register of Encumbrances) 
shall be entered on the accountant's copy of the Schedule of 
Disbursements. 


BALANCING 


When each day's posting is completed, the Allotment Ledger will 
reflect, in the "Deductions! column and the "Audited Vouchers"! 
colunn, the entries as made to the several "County Records of 
Paynents end Deductions" superimposed on the Allotment Ledgor. 
he difference between the ''Previous Balance" on the Allotment 
Ledger at the beginning of the posting date and the current 
"Unencunbered Balance of Allotment" must be in agreenent with 
the total of the Schedules of Disbursements less suspensions, 
collections, liquidations, allotments and other contra entries 
posted for the day, plus authorized encumbrances and the totals 
of any payment documents other then Schedules of Disbursements 
(of Direct Settlements). 


The totel of the "Balance Encumbrances Authorized" columns of 
both the Subsidiary Register of Encumbrances for G.A.0. Sus— 
pensions and the "Subsidiary Register of Encumbrances for Unpaid 
Weges", shall equel the difference between the "Encumbrances 
Liquidated" and the "Encumbrances Authorized" columns of the 
Allotment Ledger. 
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Supplenent No. 4 
to NCR-State 107 Issued July 22, 1938 


United States Department of Agriculture 
Agricultural Adjustment Adninistration 


‘e b Cotton Price Adjustment Program - North Central Division 


Instructions to State Accountants relative to the 
Maintenance of Accounting records in the State 
Agricultural Conservation offices in the North 
Central Region for recording transactions in con- 
nection with paynents made under the 1937 Cotton 
Price Adjustnent Progran. 


I. GENERAL 


1, 


A separate Allotment Ledger account shall be maintained 
on Standard Form 1015a for each allotment from the appro- 
priations for paynents to participants in.the 1937 Cotton 
Price Adjustment Progran, 


A County Record of Paynents shall be naintained for each 
county on Standard Forn 10162, to which will be posted 
the amount and reference of each docunent pertaining to 
paynents made, 


Subsidiary Registers of Encumbrances for Goncral Accounting 
Office Susponsions shall be maintained for each county, to 
which will be posted encumbrances for resubnittable sus- 
pensions by the General Accounting Office, and the liquida-~ 
tion thercof. 


II. POSTING TO COUNTY RECORD AND ALLOTMENT LEDGER 


1. 


Postings shall be accomplished by machine operation to the 
County Record of Payments and to the Allotmont Ledger sinul- 
taneously, by superinposing the Form 10164 on Forn 1015a. 
Since Standard Forn 1016a is a short form, it will be nec- 
essary to post Direct Settlements, Schedules of Collections, 
Schedules .of Cancelled Checks, and other docunents that 
apply to payments made or collections rocecived, to the 
"Anount" column, whichi will register in the "Audited Vouchers! 
colurn of the collated Allotnont Ledger. 


Form 1016a will be front fods; Forn 1015a will be rolled 
into the machine covered by a carbon, It is not necessary 
to renove the County Record of Paynents when postings are 
nade to the Allotment Ledger in the columns to thoe.right 


“of the "Audited Vouchers" column. Upon receipt of a 


Schedule of Disbursenonts (Standard Form 1064) and support- 


aarti @ 


ing vouchers (Forns CAP#109) | covering paynents to cotton ; 
producers, the State Accountant shall post fron the Schedule 
of Disbursenents, by vouchor, to the County Record of Pay- 
nents and the collated Allotment Ledger as follows: in the 
"Synbol" colunn, the number of applications covored by the 
voucher; in the "Date" colunn, the date posted; in the 
"Vouchor Noe" column, the voucher nunber; in tho first posi- 
tion of the "Iton" colunn, the bureau schedule nunber of 

the Schedule of Disbursements; in the sccond position of the 
"Iton" colunn, the county code number; and in the "Anount" 
colunn, the amount due. 


Entries to the County Records of Payments and Allotnent Ledgers 
from docuwients other than vouchers and Preaudit Difference 
Statonents (Forn 1172) covering suspensions, shall be identi- 
fied by inserting in the "Vouchor" colunn, the nunber of the 
docunent, and in the fourth position of the "Itom" column, 

the form nunber of the docunent. Identification of the 

anounts posted will serve as an aid in reconciling dis- 
bursenents ane collections at the end of each nonth with 

the Disbursing Office accounts. 


2. Suspensions by General Accounting Office 


General Accounting Office suspensions shall be posted fron 
Preaudit Difference Strtenents (Forms 1172). The total net 
paynents suspended from a voucher shall be entered as a 
contra entry to the "Anount"/"Audited Vouchers" column, and 
the nunber of applicaticns involved in such suspensions shall 
be entered as a contra entry to the "Synbol" column, on the 
County Record of Paynents and the collated Allotment Ledger. 
To the "Date" colunn shall be entered the dato suspensions 
are posted, and to the "Voucher No." column the bureau nunber 
of the voucher from which the suspension is made, Shift the 
carrixge to the "Encunbrances Authorized" colunn and enter 
the anount of resubnittable suspensions. 


When vouchers covering resubmission of items previously sus- 
pended are posted, the amount due on the voucher shall be 
posted to the "Anount"/"Audited Vouchers" colunn of the 

' collated County Record of Payments and Allotment Ledger, and 
the anount to be liquidated (indicated by the Strte Accountant 
in the leftehand column of the Schedule of Disbursencnts) 
shall be posted to the "Encumbrances Liquidated" colunn,. 


III, SUBSIDIARY REGISTERS OF ENCUMERANCES FOR G.A.O. SUSPENSIONS 


1. Subsidiary Registers of Encunbrances shall be naintained for 
each county to which will be postcd emcunbrances authorized 
for resubnittable General Accounting Office suspensions of ba 
applications (partial suspensions and disallowances are not 


IV. 


hh (eee 


resubmittable) and liquidation thereof by certifications of 
resubmitted vouchers. 


Preparation of Form 


The file number shall be the County Code number. As "De- 
scription" in the heading of this form shall be entered 
"General Accounting Office Susponsions." On the line. pro- 
vided for "Unit" shell be shown the name of the County. 
Imacdiately below shall be shown the appropriation nunber. 
On the right-hand side of the form in the spaces provided 
shall be shown the State, county and allotment code number. 
Under "Date" shall be the year for the items to be entercd, 
and the date of posting shall be shown in the "Date" column. 
In the "Description" column shall be ontecred the schedule 
and voucher number from which the itom was suspended and 
the serial number of the suspended application. 


Posting 


In the "Encumbrances Authorized" column shall be entered fron 
Preaudit Difference Statenents (Forms 117a) the amount of re- 
subnittable suspensions, and the "Balance EncunbrancecsAutho- 

rized" column increased accordingly. 


When the Schedule of Disbursements covering a resubnitted 
voucher is received (applications susponded and resubmitted 
are vouchered scparately from original submissions to 
General Accounting Office) the amount approved for pay- 
ment shall be entered in tho "Audited Vouchers" colunn, 
and the anount of encumbrance previously authorized for 
this application ontered in the "EncunbrancesLiquidated"! 
column and the "Balance Encunbrances Authorized" reduced 
accordingly. When liquidating on encumbrance, the dates 
and description shill be entered fron 1. copy of Preaudit 
Difference Statement (Form 1172) indicating notice of re~ 
subnission. 


Total liquidations for one resubnittal voucher (previously 
entered ag encumbrances on Subsidiary Register of Encun- 
brances for G. A. O. Suspensions) shall be entered in the lcft- 
hand column on the accountant's copy of the Schedule of 
Disbursonents. 


BALANCING ALLOTMENT LEDGER 


When each day's posting is completed, the Allotnent Ledger will 
reflect, in the "Audited Vouchers" coluwin, the entrics as nade 
to the superimposed County Records of Payments. The difference 
between the "Unencumbered Balance of Allotment" on the Allotnent 
Ledger at the beginning of the posting datc, and tho current 


rgpy. ees 
"Unencunbered Balance of Allotment", must equal the net debit or r 
credit total of the various docunents postod. 
BALANCING SUBSIDIARY REGISTER OF ENCUMBRANCE 
The total of all countics of tho "Bolance Encunbrances Authorizcd!" 


colunn of the Subsidiary Registor of Encumbranccs for General 
diccounting Office suspensions must equal the difforence between 


‘the "Encumbrances Authorized" and the "Encumbrances Liquidnted"! 


colurnns of the Allotnent Ledger. ; 


